


	DETAILS 

	Employee name
	[Insert Employee Name]

	Employee position and level
	[Insert Employee Position Title and Level]

	Manager name
	[Insert Manager Name]

	Manager position
	[Insert Manager position]

	Date of plan
	[Insert Date Plan Was Made]

	Period of plan
	[Insert Start Date] to [Insert End Date]
Typically 6 – 8 weeks

	Interim review date
	[Insert Interim Review Date]

	Final review date
	[Insert Final Review Date]
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AI-generated content may be incorrect.]Performance Improvement Plan 
This form is used to document the performance or behaviours of an employee that need to be addressed, the steps to be taken to show improvement, the timeframes this is to be achieved and the agreement of all parties to the plan.
When setting indicators of improvement, Managers should use SMART objectives.

	Area/Responsibility 
	Goal 
Describe what the employee needs to do to improve their performance to the required standard. Use SMART criteria: Goals should be:
Specific,Measurable, Achievable, Resourced and Timebound 
	Support and Strategies 
Describe how the employee is going to meet the required outcomes.
Describe what support you’re going to provide to the employee to meet the required outcomes.
	Responsibilities 
Describe the responsibilities of the employee, their manager and any other relevant parties.


	For example: Meeting deadlines  
	i.e Complete X task by X deadline. 
	i.e. This will be your priority task at all times. 
(Note: Ask and encourage the employee to say how they are going to improve. Put the onus on the employee to come up with strategies that they will commit to do)
	i.e Responsibility of the employee: complete task by the deadline. Ensure you follow up with your manager if you are having trouble completing the task well before the deadline. 

Responsibility of the manager: check-in regularly on progress. 

	For example: Job accuracy 
	
	
	

	For example: Meeting billable hours
	
	
	

	Insert 
	
	
	

	Insert
	
	
	

	Insert
	
	
	

	Insert
	
	
	

	Insert
	
	
	

	CONSEQUENCES 

	Insert e.g. 
Failure to meet the required outcomes by the final review date, without reasonable excuse, may result in: 
· a final written warning (with extension of this plan); or
· termination of employment
These consequences may also apply if you fail to make satisfactory progress before the review date, where we can foresee that it is unlikely that the requirements will be met by the final review date. 



	ACKNOWLEDGEMENT 

	Employee’s signature 
	Date 
	Manager’s signature
	Date
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