

Performance Improvement Plan to improve work performance

The purpose of PIP, Performance Improvement Plan is to genuinely afford the Employee an opportunity to improve performance. It is a key responsibility for a Manager to focus on performance gaps and the conversation held with the employee should occur in a respectful yet courageous way. The Employee should not consider PIP to be punitive but rather an opportunity to be supported by the manager to improve in their role.

The purpose of this document is to outline the standard process to be followed should an Employee enter the PIP process so that standards are applied consistently. This plan is aimed to assist an Employee by receiving increased focused coaching, regular feedback, and a documented action plan on how they will be supported in improving their work performance. 

The PIP document would need to be thorough and detail what the performance concerns are, what the Employee would need to improve on, and an action plan on how the Manager will support the Employee to improve their performance, and ultimately reach their expected goals. The PIP document will also include the start date and end date for the PIP duration. It is important to note that this process is to give an Employee the opportunity to identify if there are any gaps in current support given in order to perform their role effectively. It is the Employee’s responsibility to take the opportunity to improve their work performance improves and reach their expected operational goals on a regular basis. 

Should the Employee show consistent improvement during the PIP, at the end of the period; this would adequately show the process has been effective. The Direct Manager will keep on file the actual performance to expected goal was for the duration of the PIP, provide copies of the documented coaching sessions, and outcome of the PIP. Should the Employee fail to meet expectations a Final Poor Performance Hearing will be held to determine next steps.

 Performance Improvement Plan (PIP)
Initial meeting

Staff Member:
_____________________
Division: 
_______________________ 


Manager:
_____________________
Date: 

_______________________
The purpose of PIP is to genuinely afford the employee an opportunity to improve performance. It is a key responsibility for a manager to focus on performance gaps and the conversation held with the employee should occur in a respectful yet courageous way. The employee should not consider PIP to be punitive but rather an opportunity to be supported by the manager to improve in their role.
Section One: Initial meeting 
Describe the performance problem in how it is showing up:
Provide reasons for the performance problem (e.g. lack of skills, knowledge, inappropriate behaviour, incapacity or incompetence):
Specify the required performance and set a time frame: 
Must be SMART – 
S pecific (defined and clear) 

M easureable/Observable (set out required outputs, and how they will be measured) 

A ttainable (realistic)
R elevant (focus on relevant goals, behaviours and core responsibilities. Should also include items that match the culture of the company and fit with the overall company objectives) 
T imely (clear about the time frames in which it should be accomplished)
	Key Performance Indicator (KPI) (What is the expected outcome?)


	Performance Standards (What level of performance is expected - how much, by when)


	Success Indicators (How will we know that the outcome is happening?)



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Agreed action to be taken by the staff member to improve. Say what will be done and by when:
Agreed action to be taken by their manager to assist the staff member to improve. Say what will be done and by when:
Agree if any further training is required, what training and who is responsible for organising it:
Set and agree review meetings. State dates and time:
Comments from staff member about improvement plan:
Signed: 
________________________

Date:
______________________
Comments from manager about improvement plan:
Signed: 
________________________

Date:
______________________
Section two: Progress Meetings
(make a copy of this section for each progress meeting held)
Staff Member:
_____________________
Division: 
_______________________ 


Manager:
_____________________
Date: 

_______________________

Progress made against performance improvement plan. Say what has been achieved and by when:
Investigate reasons for performance problems where no progress was made (eg lack of skills, knowledge, inappropriate behaviour, incapacity or incompetence):
Changes to improvement plan needed. Make a note of what was changed and why:
Agreed action to be taken by staff member to improve. Say what will be done and by when:
Agreed action to be taken by manager to assist the staff member to improve. Say what will be done and by when:
Set and agree review meetings. State dates and time:
Comments from staff member about progress made
Signed: 
________________________

Date:
______________________

Comments from Manager about progress made
Signed: 
________________________

Date:
______________________
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