Performance Improvement Plan
This template is not legal advice. Check every plan with HR or employment counsel before you share it with the employee. Default length: 60 days. Use 30 days for a narrow problem or 90 days for a complex role.
Section 1: Plan details
Employee name and role:

Manager:

HR partner:

Plan start date and end date:

Date of the meeting where this plan was shared:

Section 2: The performance gap
List one or two gaps, no more. Fill in these lines for each one.
The expectation (what the role requires, in one sentence):

What happened instead (two or three dated examples, with facts):

Earlier conversations (when this was raised before, and by whom):

Section 3: The skill behind the gap
Likely cause (skill, clarity, resources, or something outside work), discussed with the employee:

The skill to build (something a person can learn, not a trait):

Section 4: The standard to reach
Measurable goal by the end date:

Milestone at the midpoint:

How it will be measured:

Section 5: Training and support
Fill in every line with a date. This section decides whether the plan is fair.
Training (session, course, or practice that builds the skill in Section 3), with dates booked:

Practice on real work (one live task using the skill, with feedback after):

Manager support:

Tools or resources:

Section 6: Check-in schedule
Weekly check-in day and time (booked on both calendars):

Midpoint review date:

Final review date:

Written summary after each check-in (employee may add comments):

Section 7: Outcomes
If the standard is met: the plan closes, and the goals move into regular check-ins.

If progress is real but incomplete: the plan may be extended once, for this period:

If the standard is not met (wording approved by HR and counsel):

Section 8: Acknowledgment
A signature confirms the employee received the plan, not that they agree with it.
Employee comments:

Employee signature and date:

Manager signature and date:

HR signature and date:





