
Performance Improvement Plan
	Employee Name
	

	Employee Position
	

	Manager Name
	

	Manager Position
	

	Date of plan
	

	Period of plan
	

	Interim review date
	

	Final review date
	


Performance Management
If this plan is being created as part of a formal warning/performance improvement process, please complete the below details
· Performance improvement plan is in relation to a formal warning: Yes / No
· If yes, what warning: First / Second / Final
Responsibilities
It is critical to the success of this Performance Improvement Plan that all parties understand their responsibilities in relation to the plan.
	Employee
	Manager

	· Meet the performance improvement expectations outlined in this document
· Report immediately to their manager any circumstances that may impact on their ability to meet the expectations outlined in this document
	· Conduct review meetings as agreed upon in the performance management meeting
· Provide honest feedback and reasonable support on an ongoing basis






Use the below template for each performance area of concern. For example, if the employee had 3 areas of concern, the Manager would complete 3 of the below improvement plans.

	Employee Performance Improvement Plan

	 Area of concern

	Outline what the employee’s poor performance/area of concern/not meeting expectation or requirement of their role

	 Performance expectations

	What needs to be achieved by the employee?

	 Agreed performance indicators

	How will you measure the employee’s progress?

	 Strategies/Actions

	How will the outcome be achieved?

	 Support

	What additional support, supervision or other measures may assist the employee to meet agreed goals and standards of performance?

	 Timeframe

	Timeframe employee has to meet performance expectations





Employee self-assessment
Employee to complete before the interim and final review meeting
	How do you think you have performed against each of your performance improvement objectives?
	



	Other comments
	



Manager assessment
Manager to complete before the interim and final review meeting
	How do you think the employee has performed against each of their performance improvement objectives?
	



	Other comments
	





Sign off and Agreement
By signing below, I am indicating that I have read and understood the above requirements. 
I understand that failure to meet and sustain improved performance may lead to further disciplinary action, up to and including termination.  Corrective action may be taken in conjunction with, during, or after the performance plan.
Reviewed and accepted by:
_____________________	_____________________		_____________________
Employee Name		Employee Signature			Date
Review completed by:
_____________________	_____________________		_____________________
Manager Name			Manager Signature			Date
Performance Plan reviewed by:
_____________________	_____________________		_____________________
Senior Manager Name		Senior Manager Signature		Date
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