Performance Development Plan

The Performance Development Plan form is an available and optional tool for the supervisor and the staff member collaboratively to design, track and assess the ongoing development of the staff member’s skills, knowledge and abilities. It outlines a plan of action for continuing performance development and/or bringing performance up to expectations.  Unlike the performance review form, the performance development plan is intended to be a departmental working document allowing for informal review and adjustment.

A performance development plan is not necessary for every staff member; however, if you check “needs improvement” on the Staff Performance Review form, you will want to develop a plan to address the area of needed improvement whether or not it is in the form of a performance development plan.

If the staff member and/or the supervisor want to continue to develop the staff member’s knowledge or skills, then a performance development plan might be in order.

Definitions

Development Objectives: A concise statement indicating the intent or purpose of the action plan.

Action Plan: A specific action or sequence of actions intended to accomplish the objective.

Expected Outcomes: A statement identifying what will “be different” because the objective is achieved. Outcomes should be observable behavior, tangible and/or measurable results.

Time Frame: A date by when the objective is to be achieved.

Results: Status of the objective at a review point or upon completion of the objective.

Review Date: Date when the supervisor and staff member will next review the action item.

Signatures: The signatures indicate that both the supervisor and staff member have discussed this plan and are committed to its implementation and success.
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