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PERFORMANCE IMPROVEMENT PLAN

To:

EMPLOYEE NAME, Job Title
From:

MANAGER’S NAME, Job Title
Date:


Subject:
Performance Action Plan

This Performance Action Plan serves as follow-up to the several discussions held to address concerns regarding your performance, the most recent of which was held on (date). [Please make reference to previous counseling sessions, discussions, meetings, performance assessments, etc. that has taken place and specify dates and overall substance of discussions regarding performance concerns].  

As of this time, there continues to be serious issues of concerns related to aspects of your responsibilities, including [explain the overall themes of performance concerns or deficiencies since most recent counseling, e.g., lack of job knowledge, failure to follow specified processes, failure to meet deadlines, lack of interpersonal skills, lack of attention to detail, etc. and how these have impacted the performance expectations and operational demands]. 
Since our most recent discussions on {date(s)}, you have not demonstrated the necessary immediate and sustained improvements. It is important that you understand these performance deficiencies and the need to raise your performance to a satisfactory level.   
Performance Expectations

In conjunction with the overall performance concerns described above, I have outlined below the detailed performance expectations requiring improvement for you to fully meet the expectations of your role.
· Identify general theme; add as many areas of concerns as are applicable.  
· Describe the performance concern or issue. 
· Provide supporting examples of concern or issue.
· Describe the desired performance expectation.  This is the standard that you expect all in this role to meet on a regular basis.  If possible, it should be based on objective, measurable goals to be achieved in a reasonable timeframe. If there is a metric target that is required, provide the details regarding the metric.

·  Describe what employee should do in meeting performance expectation/standard.  Be specific. 

· Identify action steps, if appropriate, that employee should take in achieving desired performance.
· If there is a policy/procedure that provides the expectations, reference the name of the policy or procedures and the key point(s) that apply.
· Identify University resources, if any, that could assist the employee in achieving the goals.  
· Identify general theme
· Describe the performance concern or issue. 
· Provide supporting examples of concern or issue.
· Describe the desired performance expectation.  This is the standard that you expect all in this role to meet on a regular basis. If possible, it should be based on objective, measurable goals to be achieved in a reasonable timeframe.  If there is a metric target that is required, provide the details regarding the metric.
· Describe what employee should do in meeting performance expectation/standard.  Be specific. 

· Identify action steps, if appropriate, that employee should take in achieving desired performance.

· If there is a policy/procedure that provides the expectations, reference the name of the policy or procedures and the key point(s) that apply.
· Identify University resources, if any, that could assist the employee in achieving the goals.  
· Identify general theme
· Describe the performance concern or issue. 
· Provide supporting examples of concern or issue.
· Describe the desired performance expectation.  This is the standard that you expect all in this role to meet on a regular basis. If possible, it should be based on objective, measurable goals to be achieved in a reasonable timeframe.  If there is a metric target that is required, provide the details regarding the metric.
· Describe what employee should do in meeting performance expectation/standard.  Be specific  

· Identify action steps, if appropriate, that employee should take in achieving desired performance.

· If there is a policy/procedure that provides the expectations, reference the name of the policy or procedures and the key point(s) that apply.
· Identify University resources, if any, that could assist the employee in achieving the goals.  
Based upon the above deficiencies and expectations, immediate corrective action must be shown.  Your progress towards meeting stated expectations will be evaluated on an ongoing basis. To review progress, we will meet (weekly or bi-weekly) on (day of week and time). Be prepared to discuss the status and progress of your work.  Please bring information, reports, etc. regarding activities undertaken during the previous week(s) so that we can review those.  Be prepared to identify challenges encountered along with your suggested solutions. I will continue to provide you with feedback regarding your progress.   
Please note that it is your responsibility to ask questions and/or request clarification regarding the performance of your assigned job duties. As discussed, I will provide related assistance as appropriate.  

You must show immediate and sustained improvement in your performance.  Failure to exhibit such improvement in meeting or exceeding the aforementioned performance will result in further disciplinary action up to and including dismissal of employment.  


________________________________
Manager’s Name 

Date

Your signature acknowledging receipt of this memorandum does not imply agreement with this document, but signifies that the contents have been thoroughly discussed. 
______________________________________________________________________________


Employee’s Signature

Date
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