


30-60-90 Day Plan for MANAGERS & LEADERS!







30 Day Plan - The OBSERVE & LEARN Stage.

#1. Obtain a full brief from the Senior Management Team on what is expected of me, and what the strategic objectives are:

	NOTES:

DATE COMPLETED:




#2. Observe my team/department for 14 days and identify the teams’ and individuals’ strengths and areas for improvement:

	NOTES:

DATE COMPLETED:




#3. Familiarise myself with company policies and procedures:

	NOTES:

DATE COMPLETED:




#4. Hold initial team/department meeting to set out the standards expected of them. Inform everyone that staff performance reviews will be conducted over the next 4 weeks:

	NOTES:

DATE COMPLETED:










60 Day Plan - The STAFF PERFORMANCE REVIEW & GOAL SETTING Stage.

At this stage of my plan, I will be fully familiarised with the company, policies and procedures, and the strategic goals of the organization.

I will now conduct performance reviews with all members of staff in my team/department to discuss their strengths, weaknesses, training needs, and to set individual goals for them to work towards.

During my 60 day plan I will also set the team/department wider S.M.A.R.T goals.

S.M.A.R.T goals are Specific, Measurable, Actionable, Relevant, and Timely.

· Specific is a goal that has a clearly defined objective.
· Measurable is how I will measure the success of my goal.
· Actionable is the person or persons who are responsible for achieving the goal.
· Relevant means the goal can be aligned with the company’s vision or objectives.
· Timely is the time and date by which the goal must be achieved.

TEAM S.M.A.R.T GOAL #1
	SPECIFIC:

MEASURABLE:

ACTIONABLE:

RELEVANT:

TIMELY:






TEAM S.M.A.R.T GOAL #2
	SPECIFIC:

MEASURABLE:

ACTIONABLE:

RELEVANT:

TIMELY:




TEAM S.M.A.R.T GOAL #3
	SPECIFIC:

MEASURABLE:

ACTIONABLE:

RELEVANT:

TIMELY:




TEAM S.M.A.R.T GOAL #4
	SPECIFIC:

MEASURABLE:

ACTIONABLE:

RELEVANT:

TIMELY:




TEAM S.M.A.R.T GOAL #5
	SPECIFIC:

MEASURABLE:

ACTIONABLE:

RELEVANT:

TIMELY:







90 Day Plan - The MONITOR, MEASURE & OPTIMIZATION Stage.

During this stage of my plan, I will monitor the performance of my team, measure them against individual performance reviews and team S.M.A.R.T goals, and optimize targets to ensure the companies immediate and strategic objectives are achieved. Finally, I will request a further meeting with the Senior Management Team to obtain feedback on my performance.

GOALS DURING THE 90 DAY PLAN
#1. Progress of team members against individual performance reviews.

	NOTES:
















#2. Progress of the overall team against S.M.A.R.T goals.

	NOTES:
















#3. Amendments to team S.M.A.R.T goals and objectives.

	NOTES:















#4. Feedback from the Senior Management Team on my performance to date.

	NOTES:















