EMPLOYEE SUPPPORT PLAN
SAMPLE


Jane Doe
Employee Support Plan
Date:  June 1, 2010 – August 1, 2010  (60 days)
	Responsibilities
	Objectives
	Indicators
	Comments

	1. Complete assignments and responsibilities of your position in a timely and accurate manner.


	· Provide quality work that is accurate and completed on time.  

	· You will have weekly meetings with Steve Smith (Supervisor to review and assess your progress.

· Reduce assignments to writing in either email or memo format containing specific deadlines:  (1) Provide an assignment memo for each assignment received and give it to Supervisor at the weekly meeting; 
(2) Include in the memo a project plan to meet deadlines, assigning a completion date for each component of the assignment; 
(3) Upon completion of the assignment, Supervisor will review the assignment memo and product and may interview the client or assigning supervisor as necessary to assess the timeliness and quality of the work as well as comments; 
(4) The assessment will be reviewed with you during the next weekly meeting.


	

	
	· Prioritize assignments by deadline and importance of work.


	· Accurately prioritize your work and track your progress on the project plans.  Provide a summary to Supervisor at the weekly meeting.

· If conflict among priorities, check with Supervisor.


	

	
	· Regularly and consistently meet your planned work schedule.
	· Arrive at work at 8:00 a.m. and check with Supervisor or Assistant Supervisor if you need to leave before 5:00 p.m.


	

	Responsibilities
	Objectives
	Indicators
	Comments

	2. Demonstrate good judgment in efficiently performing your assigned job duties.


	· Focus on the “big picture” of project requirements without  attention to unnecessary  details .


	· Utilize the assignment memo or email for assignments as discussed above.

· Review your product and time for producing the product with Supervisor on a weekly basis.


	

	
	· Ensure understanding of and follow-through on instructions from clients and Supervisor.


	· If instructions from client, Supervisor, or peers are oral, summarize in an email along with any clarifying questions, which should be attached to the assignment memo and given to Supervisor.


	

	
	· Spend the appropriate amount of time on each task.
	· Assessment made by Supervisor as discussed above.


	

	
	· Meet client commitments regarding returning phone calls or work product.


	· Client complaints regarding timeliness of work or response to be nonexistent.


	

	Responsibilities
	Objectives
	Indicators
	Comments

	3. Attend and actively participate in scheduled  meetings as required by work assignments. 

	· Communicate in a productive, respectful and appropriate manner in all working interactions.


	· Be prepared, focused and succinct when talking with Supervisor, faculty  and peers in person regarding work issues.

· Supervisor and peer work time should be unaffected by extraneous discussions.
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