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PERFORMANCE IMPROVEMENT PLAN
The Performance Improvement Process is used by managers/supervisors when an employee’s performance needs improvement. Corrective action regarding performance should never come as a surprise to an employee. The Performance Improvement Plan consists of partnering with Human Resources to determine the level of action for the employee, conducting a performance improvement discussion with an employee, and completing and submitting the Performance Improvement Plan. 
Performance: A trend or behavior that can be seen over time and relates to the employee’s willingness and ability to meet the defined performance expectations of the position. 

PERFORMANCE IMPROVEMENT DISCUSSION
The performance improvement discussion should be used in conjunction with the Performance Improvement Plan as a tool for managers/supervisors to recognize areas for the employee’s performance improvement and to help develop a corresponding improvement plan. A performance discussion is held so the manager/supervisor can discuss aspects of the Performance Improvement Plan with the employee in need of performance improvement. The goal for the performance improvement discussion is to ensure both employee and manager/supervisor fully understand performance expectations. The discussion should be conducted with the intention of helping the employee improve their performance and ensure development areas have been established. Human Resources can provide guidance to a manager/supervisor regarding the conversation about performance improvement.

PERFORMANCE IMPROVEMENT PLAN
The Performance Improvement Plan should be completed by the manager/supervisor and approved by Human Resources prior to delivery to the employee. Copies should be made and retained for both the manager/supervisor and the employee’s records. Manager/Supervisor’s should use the following instructions to complete the Performance Improvement Plan:

Development Area:
Describe in detail the area(s) in which employee’s performance is lacking willingness and ability to meet the defined performance expectations and where the opportunity for development exists. Be sure to include specific examples and dates. 


Prior Coaching/Counseling/Training/Instruction:
Document previous coaching discussions, training sessions, and/or other instructions received by the employee. Remember, corrective action regarding performance should never be a surprise. Therefore, this section should be a summary of previous coaching discussions. 

Plan for Improvement:
A plan for improvement should include detailed steps for the employee to take to improve performance, as well as a potential timeline to keep the employee on track for improvement. The manager/supervisor’s expectations of performance should also be clearly addressed. 

Date to Discuss Progress:
It is necessary to follow up with the employee to reassess his/her performance and a specific date should be scheduled to do so. The date should provide enough time for the employee to improve. During this follow up, it is important to discuss improvements, as areas where performance could still be improved. Feedback should still be given on an ongoing basis to ensure continued development by the employee. Manager/Supervisor’s should make certain to have open lines of communication and should not wait until a formal, scheduled, follow-up discussion occurs to communicate with the employee. 

*Should discipline be imposed, such as a written warning with discipline or disciplinary probation, the employee will go through the following process:
· Notice of allegations served
· Mitigating circumstances meeting
· Possible discipline imposed

**Completed and signed forms should be submitted to Human Resources.



UPDATED: JANUARY 2016
PERFORMANCE IMPROVEMENT PLAN (PIP) FORM
	EMPLOYEE INFORMATION

	NAME
	POSITION

	DATE
	MANGER/SUPERVISOR

	LEVEL OF CORRECTIVE ACTION
|_|   Extended Original Probation    |_|   Written Warning w/o Discipline      |_|   Written Warning with Discipline

|_|    Disciplinary Probation

	DEVELOPMENT AREA

	Describe in detail the area(s) in which the employee’s performance is lacking willingness and ability to meet the defined performance expectations and where opportunity for development exists. Include specific examples and dates.

	PRIOR COACHING/TRAINING/INSTRUCTION

	Document previous coaching conversations, training sessions, and/or other instructions received by employee.



	PLAN FOR IMPROVEMENT

	List the manager/supervisor’s expectations of performance and a detailed plan for improvement.



	DATE TO DISCUSS PROGRESS

	Feedback will be given on an ongoing basis; however, we will also meet to discuss your progress.


	The above information has been discussed with me by my manager/supervisor. By signing below, I acknowledge that I have read and understand the above information.

	HUMAN RESOURCES APPROVAL
	DATE

	EMPLOYEE SIGNATURE
	DATE

	MANAGER/SUPERVISOR SIGNATURE
	DATE

	Completed and signed forms should be submitted to Human Resources. Copies should be made and retained for both the manager/supervisor and employees records.


EXAMPLE: PERFORMANCE IMPROVEMENT PLAN (PIP) FORM
	EMPLOYEE INFORMATION

	NAME  
	POSITION 

	DATE  
	MANGER/SUPERVISOR  

	LEVEL OF CORRECTIVE ACTION
[bookmark: _GoBack]|_|   Extended Original Probation    |X|   Written Warning w/o Discipline      |_|   Written Warning with Discipline

|_|    Disciplinary Probation

	DEVELOPMENT AREA

	You are not meeting performance expectations. On May 3rd, you left incomplete orders before departing for the week on vacation. On June 4th, you left for the day without completing your project assignment and then called in sick the next day. On the afternoon of July 19th, you refused a job assignment. You are given enough time to complete the requirements of your job and when you leave work in unfinished states or refuse assignments this affects your team, especially during busier times.  

	PRIOR COACHING/TRAINING/INSTRUCTION

	We have had conversations regarding your performance.
· During your annual review on July 11th, we had a discussion about expectations of your position including your role as a Staff Assistant I and the responsibility you hold of helping in other areas when there is a need.
· During our bi-weekly one on one in August we discussed your lack of follow through on assignments and talked about ways to ensure your work is being done in a timely manner. 

	PLAN FOR IMPROVEMENT

	I expect your performance to improve. You need to follow instructions given. You are expected to perform the job requirements that are asked of you in order to meet agency goals. Refusing to perform the duties of you job is unacceptable. You will be assigned the training How to Prioritize Your Time, on November 1st and are expected to complete this training in full and then we will discuss the training in our next meeting. 

	DATE TO DISCUSS PROGRESS

	Feedback will be given on an ongoing basis; however, we will also meet to discuss your progress on October 23rd and every two weeks after that. 

	The above information has been discussed with me by my manager/supervisor. By signing below, I acknowledge that I have read and understand the above information.

	HUMAN RESOURCES APPROVAL
	DATE

	EMPLOYEE SIGNATURE
	DATE

	MANAGER./SUPERVISOR SIGNATURE
	DATE
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