erase this text and replace it with the legal entity name
Date:  

     
To: 

     
From:  
     
This plan will begin on X date and continue through x Date









Subject:  Performance Improvement Plan
	The purpose of this document is to provide you with a plan which addresses the specific areas of your current performance level that require improvement.  Each of the performance areas that require improvement are listed in this document along with the current performance, required performance, a time frame for expected improvement and resources available to help you.  We will meet on a regular basis to discuss your progress and identify any further issues or resources.
This performance improvement plan is also considered to be formal warning.  Performance improvement is required in order to avoid further corrective action up to and including termination of employment.      


	Objective #1
	Highlight this text and delete it to replace with the specific skill set, function, job standard or behavior required of this team member’s current position that needs improvement.  



	Expected Performance
	Highlight this text and delete it to replace with the specific requirements of the position in regards to this skill set, function, standard or behavior. 



	Current Performance 
	Highlight this text and delete it to replace with an evaluation of the current level of performance, providing 2 or 3 examples to support your evaluation of work performed that did not meet expectations.  



	Performance Improvement Resources
	Highlight this text and replace it with the resources that are available for the team member to use in improving their performance.  

	Measurement
	Highlight this text and replace it with information in regards to how improvement will be measured.  



	Timeframe
	Highlight this text and enter a date by which the team member is expected to show significant improvement in the required skill or behavior. 


	Objective #2
	Highlight this text and delete it to replace with the specific skill set, function, job standard or behavior required of this team member’s current position that needs improvement.  



	Expected Performance
	Highlight this text and delete it to replace with the specific requirements of the position in regards to this skill set, function, standard or behavior. 



	Current Performance 
	Highlight this text and delete it to replace with an evaluation of the current level of performance, providing 2 or 3 examples to support your evaluation of work performed that did not meet expectations.  

 

	Performance Improvement Resources
	Highlight this text and delete it to replace with the resources that are available for the team member to use in improving their performance.  

 

	Measurement
	Highlight this text and replace it with information in regards to how improvement will be measured.  



	Timeframe
	Highlight this text and delete it to enter a date by which the team member is expected to show significant improvement in the required skill or behavior. 




(If necessary, you can copy and paste additional “objective boxes” in this space.  You may identify as many objectives as necessary to improve performance.)

	Follow-up
	Highlight this text and delete to enter information regarding how often you will meet with the team member to discuss performance improvement. 




	Consequences
	If, during the time this performance improvement plan is in effect, your overall performance does progress or move to an acceptable level, further corrective action up to and including termination may result. 

If your performance improves and you do not sustain your performance at an overall acceptable level, further corrective action up to and including termination may result.



If you wish to discuss confidential personal or professional issues which may be impacting your performance with an objective third party you may contact Employee Assistance Consulting (EAC).  EAC is available to you free of charge and provides confidential and professional counseling 24 hours a day, 7 days a week at XXXX.
Replace this text with information on where the employee should go for additional help or resources besides the direct manager.  

Acknowledgment:

I have read and received a copy of this performance improvement plan.

______________________________________________________________________________

Team Member






Date

______________________________________________________________________________

Manager






Date

