North Carolina Department of Administration
Individual Work Plan and Performance Review
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	Employee name: Enter name.	
	Cycle: Enter cycle. From: Select start date To: Select end date.

	Position classification: Enter classification.	
	Supervisor name: Enter supervisor name.	

	Beacon Position #: Enter beacon.	
	Next-level manager: Enter next-level manager.	

	Division: Select a division.
	Section: Enter section.




	Verification of Performance Discussions

	A. 	Planning Discussion (Complete PHASE I)

	1. Supervisor signature	Date
	2. Next-level mgr signature	Date
	3. Employee signature	Date

	B. 	Interim Review  (Complete PHASE II mid-cycle)
	1. Supervisor signature	Date
	2. Next-level mgr signature	Date
	3. Employee signature	Date

	C. 	Confidential Final Review  (Complete PHASE III, then Final Overall Ranking)
	
 Final Overall Rating                             Outstanding                 Very Good                  Good                    Below Good           Unsatisfactory


	
	1. Supervisor signature	Date
	2. Next-level mgr signature	Date
	3. Employee signature	Date



Confidential Final Review Summary 
(Complete PHASE III prior to Summary Comments)
	Supervisor’s summary comments:
	

	Click here to enter text.






	Employee’s comments (optional):
	

	Click here to enter text.












	Work Plan – PHASE I
(Define Key Responsibilities and Measures of Performance)
	Confidential Performance Review – PHASE III
Rating scale:
O = Outstanding; VG = Very Good; G = Good; BG = Below Good; US = Unsatisfactory

	Key Role (optional)
	Target [footnoteRef:1]: The  Division Goal, Initiative, or Functional Area of Excellence [1:  Division Goals (Measures) and Strategic Initiatives have been established. For any Task which does not align with a goal or initiative, Division leadership will need to establish organizational-wide  Functional Areas of Excellence that drive internal performance toward Goals and Initiatives. ] 

	Key Responsibility
What is employee expected to achieve?
	Expectation: 
Individual Performance Measure
How will you measure success? 
	Actual Results / Observations
Documentation required if rating other than Good
	Specific
Rating


	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Choose an item.
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	Work Plan – PHASE I
(Review Values’ performance expectations)
	Confidential Performance Review – PHASE III
Rating scale:
O = Outstanding; VG = Very Good; G = Good; BG = Below Good; US = Unsatisfactory

	DOA/Division Values – What behaviors lead to achievement of performance expectations?
	Actual Behaviors – Documentation required if rating other than Good
	Specific Rating

	1. Sharing Knowledge – We communicate information and share expertise with each other inside DOA as well as with our customers. 
· Collaborates with others.
· Seeks information from others who have been in similar situations.
	Click here to enter text.	Choose an item.
	2. High Expectations – We create work plans and consistently use standard operating procedures that set clear expectations for us and define our accountability to the public.
· Sets high work standards.
· Thoughtfully follows SOPs.   
· Holds self (and others) accountable for meeting expectations. 
	Click here to enter text.	Choose an item.
	3. Empowerment – We follow guidelines for making decisions, take the initiative, and act resourcefully to ensure our jobs get done right. 
· Takes action to deal with issues.
· Makes decisions reflective of accountability to the public.
· Looks for effective and efficient solutions to problems.
	Click here to enter text.	Choose an item.
	4. Transparency – We measure what is important and use the results to guide our work and inform our customers. 
· Keeps others informed of progress on or problems with assignments. 
· Uses data to make adjustments in how the work is being performed.
· Seeks and makes good use of feedback on own performance.
	Click here to enter text.	Choose an item.
	5. Appreciation – We recognize good performance and treat each other and our customers with respect, valuing their diverse backgrounds and perspectives.
· Shows understanding of others’ perspectives.  
· Is consistently courteous.
· Is sensitive to customers’ situations and needs.
	Click here to enter text.	Choose an item.
	6. Click here to enter text.     
Click here to enter text.
	Click here to enter text.	Choose an item.
	7. Click here to enter text.    
Click here to enter text.
	Click here to enter text.	Choose an item.
	8. Click here to enter text.
Click here to enter text.

	Click here to enter text.	Choose an item.
	Tracking Sources[footnoteRef:2]: [2:  Tracking Sources are those method(s) by which the employee and supervisor will be able to document or identify performance expectations have been met or exceed? (i.e. Direct Observation, Customer Surveys, etc)] 

	Click here to enter text.



	Individual Development Plan  PHASE I 
Learning is a key part of any job.  A professional development plan must be established for all employees at the beginning of the work cycle and should strengthen employee contribution to achieving Division Goals (measures), Strategic Initiatives, & Functional Areas of Excellence.

	Target [footnoteRef:3]  
Goal, Initiative, Functional Area [3:   Learning efforts should link to a key responsibility of the job and to Division Goals (Measures), Strategic Initiatives, or a Functional Areas of Excellence.] 

	Learning Goals: What knowledge, skill, and/or abilities will be developed?
	Learning Strategies: Identify multiple strategies for achieving  (Courses, projects, self-directed studies, etc)
	Target 
time for completion

	Click here to enter text.	Click here to enter text.	Click here to enter text.	Select date.
	
	
	Click here to enter text.	Select date.
	
	
	Click here to enter text.	Select date.
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	Click here to enter text.	Select date.
	
	
	Click here to enter text.	Select date.
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Select date.
	
	
	Click here to enter text.	Select date.
	
	
	Click here to enter text.	Select date.
	Potential Barriers: 
Click here to enter text.
	Resources Needed: 
Click here to enter text.



Confidential Interim Review Summary – PHASE II
	Interim summary comments (required): 
	
	Supervisor’s Initials:
	Employee’s Initials:

	   Click here to enter text.  	
	

	
Interim Improvement Plan (Required if the employee is performing below the “good” level on any Key Responsibility or DOA Value):

	
	

	Key Responsibility or DOA Value

Click here to enter text.
	Specific Performance Improvement Goals

     
	Strategies and Actions for Improvement 
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