Performance Improvement Plan
A performance improvement plan is a written, time-bound record of where an employee's performance falls short, what acceptable performance looks like, what support the employer will provide, and what happens if the standard is not met by the review date. It is a management document before it is a disciplinary one.
Performance Improvement Plan for Output or quality shortfall
The general case: work is being delivered, but below the standard the role requires.
PERFORMANCE IMPROVEMENT PLAN

Employee: [Employee Name]  |  Employee code: [Employee Code]
Designation: [Designation]  |  Department: [Department]
Reporting manager: [Manager Name]
Date of issue: [Date]  |  Plan period: [Start Date] to [End Date]
Review date: [Review Date]

1. Statement of concern
Over the period [Start of Review Period] to [End of Review Period], your output in [Area of Work] has remained below the standard expected for the [Designation] role. This plan sets out what needs to change, the support available to you, and the date by which improvement will be assessed.

2. Evidence relied on
[Instance 1: what was expected, what was delivered, and when]
[Instance 2: what was expected, what was delivered, and when]
[Instance 3: what was expected, what was delivered, and when]

3. Objectives
a) [Objective] to reach [Target] by [Date].
b) [Objective] to reach [Target] by [Date].
c) [Objective] to reach [Target] by [Date].

4. Support from [Company Name]
[Support item, for example weekly review with the reporting manager]
[Support item, for example access to [Tool or Training]]
[Support item, for example reduced allocation during the plan period]

5. Review schedule
Interim review: [Date]
Interim review: [Date]
Final review: [Review Date]

6. Outcome
If the objectives above are met by [Review Date], this plan will close and no further action will follow. If they are not met, [Company Name] will consider [Stated Consequence], which may include a change of role or the ending of your employment.

Issued by: [Manager Name], [Designation]
Acknowledged by: [Employee Name]
Date: [Date]

Signing below confirms you have received this plan. It does not record agreement with its contents.

Performance Improvement Plan for Sales or revenue target
Where the shortfall is against a number, the plan writes itself. The risk here is setting a catch-up target nobody could hit.
PERFORMANCE IMPROVEMENT PLAN

Employee: [Employee Name]  |  Employee code: [Employee Code]
Designation: [Designation]  |  Territory: [Territory]
Reporting manager: [Manager Name]
Date of issue: [Date]  |  Plan period: [Start Date] to [End Date]

1. Statement of concern
Your achievement against target for [Period] was [Achieved Percentage] against a target of [Target Percentage]. Performance has been below target for [Number] consecutive [Months or Quarters].

2. Evidence relied on
[Period]: target [Target], achieved [Achieved]
[Period]: target [Target], achieved [Achieved]
[Period]: target [Target], achieved [Achieved]
Pipeline coverage as at [Date]: [Coverage Ratio] against a required [Required Ratio].

3. Objectives
a) Achieve [Target Percentage] of the [Period] target by [Date].
b) Maintain pipeline coverage of at least [Required Ratio] measured on [Day of Week] each week.
c) Complete [Number] qualified first meetings per week for the plan period.

4. Support from [Company Name]
Joint calls with [Manager Name] for [Number] accounts per week.
[Support item, for example lead allocation from [Source]]
[Support item, for example product training on [Topic]]

5. Review schedule
Weekly pipeline review every [Day of Week].
Final review: [Review Date]

6. Outcome
Meeting the objectives above closes this plan. Failure to meet them will lead to [Stated Consequence].

Issued by: [Manager Name], [Designation]
Acknowledged by: [Employee Name]
Date: [Date]

Performance Improvement Plan for Attendance and punctuality
Use this only where attendance is a capability or circumstance issue. Deliberate absence is conduct, and belongs in a different process.
PERFORMANCE IMPROVEMENT PLAN

Employee: [Employee Name]  |  Employee code: [Employee Code]
Designation: [Designation]  |  Department: [Department]
Reporting manager: [Manager Name]
Date of issue: [Date]  |  Plan period: [Start Date] to [End Date]

1. Statement of concern
Between [Start of Review Period] and [End of Review Period] you recorded [Number] instances of unapproved absence and [Number] instances of late attendance beyond the [Grace Period] permitted under the attendance policy. The pattern has affected [Stated Impact].

2. Evidence relied on
Unapproved absence: [Dates]
Late attendance: [Dates]
Absence applications submitted after the fact: [Number]

3. Objectives
a) No unapproved absence for the plan period.
b) All leave applied for in advance through [System Name], other than emergencies notified to [Manager Name] before shift start.
c) Attendance within the published grace period on at least [Percentage] of working days.

4. Support from [Company Name]
A conversation with [HR Contact] about any circumstance affecting attendance, including any adjustment that may help.
[Support item, for example a revised shift pattern for the plan period]
A copy of the attendance policy, reissued with this plan.

5. Review schedule
Fortnightly check-in with [Manager Name].
Final review: [Review Date]

6. Outcome
If attendance meets the objectives above by [Review Date], this plan will close. If it does not, [Company Name] will consider [Stated Consequence].

Issued by: [Manager Name], [Designation]
Acknowledged by: [Employee Name]
Date: [Date]

Performance Improvement Plan for New hire during probation
A shorter plan, because the probation period is itself the assessment window. The objectives should be the ones confirmation depends on.
PERFORMANCE IMPROVEMENT PLAN (PROBATION)

Employee: [Employee Name]  |  Employee code: [Employee Code]
Designation: [Designation]  |  Date of joining: [Date of Joining]
Probation end date: [Probation End Date]
Reporting manager: [Manager Name]
Date of issue: [Date]  |  Plan period: [Start Date] to [End Date]

1. Statement of concern
At [Number] weeks into your probation period, progress against the expectations set at induction has been below what confirmation in the [Designation] role requires. This plan states what needs to be demonstrated before [Probation End Date].

2. Evidence relied on
[Expectation set at induction, and the gap observed]
[Expectation set at induction, and the gap observed]
[Feedback given on [Date], and what followed]

3. Objectives to be met before [Probation End Date]
a) [Objective] demonstrated on [Number] occasions, assessed by [Assessor].
b) [Objective] to reach [Target] by [Date].
c) Independent completion of [Task or Process] without escalation.

4. Support from [Company Name]
Shadowing [Colleague Role] for [Number] sessions.
Weekly one to one with [Manager Name] for the plan period.
[Support item, for example completion of [Training Module]]

5. Review schedule
Weekly one to one, every [Day of Week].
Final review: [Review Date], ahead of the probation decision on [Probation End Date].

6. Outcome
Meeting these objectives supports confirmation on [Probation End Date]. Not meeting them will lead to [Stated Consequence], which may include extension of probation or the ending of your employment in line with your terms.

Issued by: [Manager Name], [Designation]
Acknowledged by: [Employee Name]
Date: [Date]
Template from Engage HRMS  https://hrengage.ai/hr-templates/performance-improvement-plan
