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Performance Development Plan (PDP)
	EMPLOYEE NAME:



	Job Title


	Department

	Supervisor

	Last Appraisal Date

	PDP Date

	Follow Up PDP Review Date (within 60 days)



Instructions:  A Performance Development Plan (PDP) identifies and documents required performance improvement when an employee is new to a position, has new or increased responsibilities, or demonstrates current performance or behavior requiring improvement.  The PDP includes a description of what behavior(s), performance, situation(s), or condition(s) need development; outlines what expected outcome(s) which must be met by the employee; and identifies resources required (if any) and a time frame within which performance improvement is expected.  
	Area(s) for Development



	 Major Responsibilities:  List the major responsibility(s) or behavior(s) requiring development in approximate order of importance
  
	 Expected Outcome:

 Resources Needed:

 Time Frame:  

	Development Updates


	1. Meeting Date: ___________________
Describe progress, including examples and specific details:

	 Describe next steps:
  

	 Employee: _____________________________         Supervisor:_________________________________


	2. Meeting Date: ___________________
Describe progress, including examples and specific details:

	 Describe next steps:

  

	  Employee: _____________________________         Supervisor:_________________________________


	

	Development Updates


	3. Meeting Date: ____________________

Describe progress, including examples and specific details:

	 Describe next steps:

  

	 Employee: _____________________________         Supervisor:_________________________________


	4. Meeting Date: _____________________
Describe progress, including examples and specific details:

	 Describe next steps:

  

	 Employee: _____________________________         Supervisor:_________________________________



This Performance Development Plan serves as:   □ A guide to enhancing your professional development, or
      □ A warning that your job performance is a serious concern.  
As your supervisor, I am committed to helping you meet performance standards.  This Performance Development Plan is designed to guide your professional development.  If you do not meet the established goals within the timeframe designated, steps will be taken for disciplinary action, up to and including termination.

Please sign below indicating that you received, have read and understand the performance issues, and acknowledge the expectations presented to you in this Performance Development Plan:
_____________________________________________________                  __________________________

Employee Signature







Date
	Result of Performance Development Plan

	   ___ Employee has successfully improved behavior or performance as described above.
   ___ Employee has made some improvements, and continuous development is probable.

   ___ Employee has failed to improve behavior or performance as described above. 
 Supervisor Recommendation:  

 Employee Response:



  Supervisor:  ______________________________________________
Date: ______________________

  Employee: _______________________________________________
Date: ______________________[image: image2.emf] 
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