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PERFORMANCE DEVELOPMENT PLAN (SAMPLE)

at any time during the year to enhance employee performance.

Completlon of a Performance Development Plan is required for any employee whose overall performance or behavior
’ This document should be
developed in conjunctlon W|th the Office of Orgamzatlonal Development and approved by the Office of Labor Relations
prior to implementation. At least one follow-up session must be held to assess the individual's performance.

Supervisors are also encouraged to use the Performance Development Plan as part of the annual evaluation process or

WCU Employee Number: | 001000 Date job description last updated & shared with employee:
Name: August 30, 2006

Job Title: | Clerk Typist 2 Date perf. standards last updated & shared with employee:
Date Prepared: | August 15, 2007 August 30, 2008

Specific Areas to be
Improved

Actions to be Taken to
Improve Performance
(Employee and Supervisor)

Timeframe for Improvement
(2 weeks — 3 months)

Examples/Documentation of
Improvement
(Employee and Supervisor)

Progress
Achieved
(Y/N)

Organization of tasks/time

management fo meet deadlines.

(E) Attend WCU-OD “Investing”

program(s) on organizing work
and time management, or seek

one-on-coaching offered by OD.

(S) Discuss what she learned,
how she is going to apply what
she learned, and discuss what
the supervisor can do 1o help.
(S) Weekly meetings to discuss
and prioritize work for following
week. Revise monthly calendar
of major tasks for the
depariment.

4 weeks

Tardiness (Lateness)

(E) Consistently arrive at work
and be ready to start the day by
&:00 am.

(E) When arriving late, must
seek out supervisor

(S) Address tardiness
immediately; acknowledge
progress made.

(S) As part of weekly meetings,
discuss attendance and
punciuality.

Immediate
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Some Avery templates are built right into the Mac OS so you can easily print your contacts by selecting individuals or a group..
Avery Design & Print works with Mac OS and gives you robust editing tools and the ability to import designs from many
programs.
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Form Templates 2020 for Avery Labels 5160 Template For Mac, you can see Avery Labels 5160 Template For Mac and more
pictures for Form Templates 2020 at Form Templates.. Fashion Portfolio Template Free Templates Looking for templates for
crafts, scrapbooking or any other project? Find a free template for everything here!.. Use Command-click to select multiple
contacts Choose File Print Tags: avery 5160 template mac, avery 5160 template mac download free, avery 5160 template mac
pages, avery 5160 template mac word Related For Avery 5160 Template Mac.
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PERFORMANCE DEVELOPMENT PLAN (SAMPLE)

' This document should be
developed in conjunctlon W|th the Office of Orgamzatlonal Development and approved by the Office of Labor Relations
prior to implementation. At least one follow-up session must be held to assess the individual's performance.

Supervisors are also encouraged to use the Performance Development Plan as part of the annual evaluation process or
at any time during the year to enhance employee performance.

Completlon of a Performance Development Plan is required for any employee whose overall performance or behavior

WCU Employee Number: | 001000 Date job description last updated & shared with employee:
Name: August 30, 2006
Job Title: | Clerk Typist 2 Date perf. standards last updated & shared with employee:
Date Prepared: | August 15, 2007 August 30, 2006
Specific Areas to be Actions to be Taken to Timeframe for Improvement Examples/Documentation of Progress
Improved Improve Performance (2 weeks — 3 months) Improvement Achieved
(Employee and Supervisor) (Employee and Supervisor) (Y/N)
Organization of tasks/time (E) Attend WCU-OD “Investing” | 4 weeks

management io meet deadlines. | program(s) on organizing work
and time management, or seek
one-on-coaching offered by OD.
(S) Discuss what she learned,
how she is going to apply what
she learned, and discuss what
the supervisor can do 1o help.
(S) Weekly meetings 1o discuss
and prioritize work for following
week. Revise monthly calendar
of major tasks for the
department.

Tardiness (Lateness) (E) Consistently arrive at work Immediate
and be ready to start the day by
8:00 am.

(E) When arriving late, must
seek out supervisor

(S) Address tardiness
immediately, acknowledge
progress made.

(S) As part of weekly meetings,
discuss attendance and
punctuality.
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