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Department of Health and Human Services
           Work Performance Plan – Team Member Role
	Employee Information

	Employee’s Name:

     
	Position:

     
	Work Cycle Dates

From:             To:      
	Division/Facility:
     
	Section/Unit:

     

	Initial Discussion

	Date of Initial Work Performance Plan Discussion: 
     
	As discussed with my supervisor, I understand the DHHS Values as they relate to the achievement of my Result Expectations, and the methods we will use to document results. I also understand the work performance plan is not intended to include all possible performance expectations and may take into account my performance in relation to the position description, agency policies and procedures, any assigned or delegated work not specifically stated in the performance plan, and any standards of conduct that a reasonable person would expect an employee to adhere to.
Employee’s Signature:                                                                  Date:

	Supervisor’s Name:

     
	Position:
     
	Supervisor’s Signature:

	Date:  


	Manager’s Name:

     
	Position:
     
	Manager’s Signature:

	Date:  


	Interim Review

	Date of Interim Review Discussion:      
	Improvement Plan Needed:  
 FORMCHECKBOX 
 Yes (attached)     FORMCHECKBOX 
 No

	Employee’s Signature:  
Comments (optional):       
	Date:  

	Supervisor’s Signature:  
Comments (optional):       
	Date:  

	Manager’s Signature:  

	Date:  


	

	OVERALL SUMMARY RATING:  ____________________


	Vision: All North Carolinians will enjoy optimal health and well-being.

DHHS Mission: The NC DHHS, in collaboration with its partners, protects the health and safety of all North Carolinians and provides essential human services.
Goals: (1) Manage resources to provide effective and efficient delivery of services to North Carolinians.
(2) Expand awareness, understanding and use of information to enhance the health and safety of North Carolinians.
(3) Provide outreach, support and services to individuals and families identified as being at risk of compromised health and safety to eliminate or reduce those risks.
(4) Provide services and support to individuals and families experiencing health and safety needs to assist them in living successfully in the community.
(5) Provide services and protection to individuals and families experiencing serious health and safety needs who are not, at least temporarily, able to assist themselves  with the goal of helping them to return to independent, community living.


Demonstration of DHHS Values is an expectation of every DHHS employee.
	Demonstrated Values by Role
Team Member

	Transparent: DHHS shares information, planning and decision-making processes and communicates openly with its customers and partners.
· Actively contributes to team or partners’ success by clarifying questions or providing information.

· Stays informed in areas of shared responsibility.

· Checks with supervisor when additional information would be helpful to external partner/customer.

	Results-Oriented: DHHS emphasizes accountability and measures its work by the highest standards.

· Remains effective by doing mentally or physically taxing work over long periods.

· Uses time efficiently by staying focused, allocating enough time to complete work and checking with others to avoid conflicts.

· Checks that required equipment, information and/or materials are available so that work can be done correctly.

	Anticipatory: DHHS actively monitors changes in the needs of its customers and the impact of its services and applies new and innovative approaches in a timely, targeted and effective manner.
· Puts aside personal goals by placing a higher priority on team or organization success.
· Tackles change or newness in a positive manner.
· Identifies issues, problems and opportunities and communicates these with supervisor.
· Identifies and participates in appropriate learning activities, such as reading, self-study and OJT, that help in meeting performance measures.

	Collaborative: DHHS values internal and external partnerships.
· Keeps commitments and understands impact of own role on others to meet team goals.
· Makes suggestions, seeks and expands on original ideas, enhances others’ ideas to solve problems. 

· Takes action to improve cooperation when dealing with problem relationships.

	Customer-Focused: North Carolinians are the center of our service design and delivery and the allocation of human and fiscal resources.

· Helps customer feel valued and appreciated.  Clarifies the problem, focuses on resolution and takes action to help customer in a timely manner.
· Goes above and beyond to help the customer and takes ownership to find a solution.

· Remains calm, responds appropriately when dealing with irate customers, and is productive even when working under stress.
· Demonstrates a professional behavior by coming to work prepared to work.


	Outcomes (Key Responsibilities):

List 2 to 3
	Result Expectations:

List 1 to 3 Measurable Expectations per 
Outcome
The supervisor shall discuss with the employee how DHHS Values are to be demonstrated to achieve each Result Expectation.
	Tracking Sources and Frequency:
	Documentation to Support 
Results and DHHS Values:


	Rating:


	     
	     
	     
	     
	     

	
	
	
	Combined Outcome Rating: ____________________
Place this rating on the first page in the “Overall Rating” box.




Number of additional pages:  __________   
Note: Text will not print if it is not visible on the computer screen. If you need extra pages, use the continuation page on the HR Forms Web page
This page is intentionally left blank.

EMPLOYEE DEVELOPMENT PLAN
(A development plan is an action plan for enhancing an employee’s level of performance in order to achieve and exceed expectations in the current job or prepare for new responsibilities.)  

	Define the knowledge/skills/behavior to be enhanced:

	Method to develop knowledge/skill/ behavior:
	Timeline:
	Results:

	     
	     
	     
	     


	Development Plan

	We have discussed the knowledge/skills/behavior that the employee will be developing over the next year.

	Employee’s Signature: 


	Date:


	Supervisor’s Signature:


	Date:



	End of Cycle Summary

	Supervisor’s Comments: 
     
I have discussed and reviewed the documentation with the employee. 

Supervisor’s Signature:                                                                                                  Date:  

	Employee’s Comments:
     
Employee’s Signature:                                                                                                                              Date: 

	Manager’s Signature:                                                                                                      Date: 

	Performance Rating Dispute Process: Career State employees or former career State employees may grieve an overall performance rating of Improvement Needed (Does Not Meet Expectations) using the employee grievance process.  Contact your Human Resources Office for specific information regarding the employee grievance process.


Performance Rating Scale:

Exceptional (Exceeds Expectations): Work performance that consistently exceeded result expectations and DHHS values.
Successful (Meets Expectations): Work performance that consistently meets expectations and DHHS values and at times may have exceeded expectations and DHHS values.
Improvement Needed (Does Not Meet Expectations): Work performance that did not consistently meet expectations or DHHS values and/or has failed to make reasonable progress toward previously outlined deficiencies in achieving expectations or DHHS values.
Improvement Plan




In the event an Improvement Plan is necessary during the work cycle, the supervisor should discuss the need for improvement with the local HR office.  An Improvement Plan can be written at any time during the work cycle that the employee is not meeting the successful level of performance.  Improvement Plans should include (1) the specific expectation(s) that are not being met; (2) what the employee needs to do to bring performance up to the successful level; (3) how progress will be tracked; and (4) what consequences may occur if performance is not improved to meet the expectation.  
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