APOP

Please Forward a Copy to HR-2 East

EMPLOYEE:  ___________________________    LEADER: _______________________

SSN:  ___________________________________

DATE/TIME: ____________________________   DEPARTMENT #:  __________________

The purpose of this piece of paper is to document that the following agenda items have been discussed:

Check Off 

AGENDA









When Done


A. Review any changes in the Job Description.




____________

B. Discuss barriers to effectiveness of work and with job satisfaction.   

____________

C. Discuss what we need to do to take Customer Service to the next level

      in our department.








____________

D. Discuss quality improvement training and present or future process

      improvements.








____________

E. Discuss education needs and desires.  Develop an annual learning plan.         
____________

F. Discuss compliance video and booklet.  





____________

G. Discuss employee safety issues/needs.     




____________

H. Discuss anything else the employee would like to talk about.


____________
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Barriers
Possible Resolutions
Expected Date of Resolution





Customer Service Ideas
Implementation Plans/Dates




Quality Improvement Activities or Learning Requests
Date Scheduled




Learning Plan - List here or complete Learning Plan form



Other comments by leader or employee:

This piece of paper has been reviewed by:

Employee: __________________________
      Director/Supervisor:  _____________________

                                    (Signature)  




               (Signature)
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PERSONAL LEARNING PLAN

Please Keep in Department

EMPLOYEE:  ________________________________
DATE:  ______________

DEPARTMENT:  ______________________________


     WHAT
   WHERE/HOW
         WHEN        

WORK RELATED LEARNING






PERSONAL LEARNING






FORMAL EDUCATION









  BOOKS
PERIODICALS
       WHEN

READING
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