

Performance Improvement Plan (PIP) – (Employee name)

Guidance Notes



· This plan is an EXAMPLE and for guidance only and should be amended in accordance with the needs of your own organisation
· A performance improvement plan or PIP usually indicates that a worker is struggling to meet the standards expected by their employee (can’t do, rather than won’t do - trying but not achieving). It is a warning signal to the under-performing worker that offers an objective and positive approach to turning around poor performance.
· The plan needs to be specific, measurable, achievable, reasonable and over a reasonable time frame (time bound) (SMART). The employee needs to clearly understand where they are falling short of the expected standards and how they can improve. 
· The plan can be used as part of informal performance improvement process, and then subsequently during formal capability action (if informal approaches have not been successful)
· The plan should also ideally incorporate any previous appraisals/reviews
· The plan should focus on key areas for improvement.












	
Key area for improvement &
date identified

	
Examples of where expected standards have not been met/
Consequences of this
	
Training & support needed (if applicable)
	
Improvement required/ Desired Outcomes

	
Progress Check/
Further review date



	Example only

June 2016
Inputting of data on a daily basis onto excel spread sheet to track deliveries of goods











	
Inputting of data has been sporadic (often only twice a week) rather than daily. As a result of this other employees have been unable to track the deliveries of goods into the store and cross check against the accounting records. 

	
Your line manager will assist you in terms of setting a daily reminder on your outlook calendar. 
	
Data is to be inputted on a daily basis. 
	
[progress check to happen within 4-6 wees]

	










	
	
	
	

	










	
	
	
	



