SAMPLE ONLY - May not be current evaluation

EMPLOYEE WORK PLAN

Please complete the following information below, covering all performance issues/deficiencies
that have been identified:

1. List the performance problem(s).

2. Describe specifically what the employee must do to improve (what
objectives/dimensions must be met by the next review session in order to meet the
expected job standards).

3. Describe what training/instruction/coaching will be made available to help the
employee meet the standards.

4. Indicate the specific time frame in which all of actions/expectations are to occur.

5. Indicate when the next review session will take place.

Employee’s name (please print):

Employee’s signature: Date:

Supervisor’s signature: Date:

Department Director signature: Date:
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