University of North Carolina School of the Arts

Office of Human Resources

WORK PLAN

(PRINCIPAL FUNCTIONS AND PERFORMANCE STANDARDS)


	This Work Plan is for the Work Planning Period beginning
	
	and ending
	

	Employee's Name:
	
	
	
	
	

	
	Last
	First
	MI
	
	CWID #

	Department:
	
	
	

	
	Dept. Name
	
	Dept. #

	Classification Title:
	
	
	Position Number:
	

	Date Appointed to this Position:
	
	

	Supervisor Completing this Form:
	
	

	Date Work Plan was Completed:
	
	


Instructions
The Supervisor completes this form prior to the Work Planning Conference and discusses the Work Plan with the employee during the conference.  As appropriate, revisions may be made to the Work Plan.  The supervisor gives a signed copy to the employee and retains the original for the department file.

Principal Functions and Performance Standards

List Principal Functions for this position, beginning with the most important.  Principal Functions can be identified by reviewing previous Work Plans and position descriptions, interviewing employees, or by conducting a job analysis to determine the current major duties and responsibilities of the position. 

Under each Principal Function, the Supervisor indicates the Performance Standard(s), the Performance Indicator(s) at the "Good Performance" level, and the Source(s) of Data to be used in evaluation.  

Space for six Principal Functions has been provided in the following table as a framework for entering this information consistently.  You may add or delete table rows as needed.  Cells will expand as needed.

	Principal
Function
	Principal Functions and Performance STANDARDS

	1
	Principal Function:  

Enter description of principal function here

Performance Standards:

Enter description of performance standards here

Performance Indicator(s) and Source(s) of Data:

Enter description of performance indicators here



	2
	Principal Function:  

Enter description of principal function here

Performance Standards:

Enter description of performance standards here

Performance Indicator(s) and Source(s) of Data:

Enter description of performance indicators here



	3
	Principal Function:  

Enter description of principal function here

Performance Standards:

Enter description of performance standards here

Performance Indicator(s) and Source(s) of Data:

Enter description of performance indicators here

	4
	Principal Function:

Enter description of principal function here

Performance Standards:

Enter description of performance standards here

Performance Indicator(s) and Source(s) of Data:

Enter description of performance indicators here



	5
	Principal Function:

Enter description of principal function here

Performance Standards:

Enter description of performance standards here

Performance Indicator(s) and Source(s) of Data:

Enter description of performance indicators here



	6
	Principal Function:

Enter description of principal function here

Performance Standards:

Enter description of performance standards here

Performance Indicator(s) and Source(s) of Data:

Enter description of performance indicators here




Throughout the Work Planning Period the supervisor should track performance by periodically reviewing the employee's Actual Performance and maintaining documentation about that performance.  The supervisor will then summarize the performance information and record it on the "Performance Review" document.  This information forms the basis for performance-related discussions during the Work Planning Period.  It is also discussed during the Mid Year Review and the Performance Review at the end of the Work Planning Period.

SIGNATURES:

The supervisor has reviewed this Work Plan with me.

(The employee is required to sign this form.  The signature indicates only that the principal functions and performance expectations have been reviewed with the employee, not agreement with them.)

	
	
	
	
	

	Employee’s Signature
	
	Supervisor’s Signature
	
	Next Higher Supervisor's Signature

	
	
	
	
	

	Date
	
	Date
	
	Date


DEVELOPMENT PLAN
	
Employee's Name:
	
	
	
	
	

	
	Last
	First
	MI
	
	CWID#

	This is for the Work Planning Period beginning
	
	and ending
	


Instructions
The Supervisor works with the employee to design a Development Plan to help the employee succeed in his/her job.  The Development Plan specifies the actions the employee is to take to acquire knowledge, skills and abilities necessary for successful performance on the present job, or to document any growth opportunities in which the employee is participating.  Sample activities include:

· Regularly scheduled on-the-job training sessions to improve skills

· Complete introductory computer course

· Attend Telephone Techniques workshop

· Other self-development activities

When identifying developmental activities, the supervisor should review course or training content for its relevance to the employee's Principal Functions and Performance Standards.  Provide the level of detail appropriate for the activity.  Target dates for achieving the items in the Development Plan should be listed, along with a brief description of the assistance or support to be provided by the supervisor or others.

The Development Plan is strongly recommended for all employees.  A Development Plan is mandatory for an employee whose performance of any expectation is less than the "Good Performance" level as of the Mid Year Review, the Annual Review, or any other significant time during the cycle.  If there are no performance deficiencies or new skills required to maintain performance at or above the "Good Performance" level, an employee may elect not to participate in optional training and development activities.  A statement to that effect should be recorded below, and the worksheet initialed and dated as provided.

	Have Development Activities been scheduled for this Performance Period?
	YES
	
	NO
	


	Activity
	
	Support
	
	Target Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	
	
	

	Employee’s Signature
	
	Supervisor’s Signature
	
	Next Higher Supervisor's Signature

	
	
	
	
	

	Date
	
	Date
	
	Date
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