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PERFORMANCE MANAGEMENT
Capability Improvement Plan
Performance Management  |  White Cube Consulting

Manager / HR Guidance - Remove Before Issuing
A Capability Improvement Plan (CIP) is a formal, documented process used where an employee's performance is below the required standard and informal management has not resulted in sustained improvement. A CIP sets out specific, measurable improvement targets, provides structured support, and defines clear review points and consequences.
A CIP must not be used as a substitute for fair management, adequate support or honest feedback - it should be introduced only where the employee has had a genuine opportunity to improve and has not done so. Always take HR advice before commencing a formal CIP. This document is confidential and must be stored securely on the employee's personnel file.
In some organisations the terms PIP and Capability Improvement Plan are used interchangeably. This organisation uses a Capability Improvement Plan as the formal stage of the capability process.
 
▪ Section 1 - Employee and Plan Details
	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	LINE MANAGER
	[Name]

	JOB TITLE
	[Job Title]

	HR CONTACT
	[Name]

	CIP START DATE
	[Date]

	JOB TITLE
	[Job Title]

	CIP REVIEW DATE(S)
	[e.g. Week 2: [date]   Week 4: [date]   Final Review: [date]]

	CIP DURATION
	[e.g. 4 weeks / 8 weeks - typically 4-12 weeks depending on the nature of the concerns]

	MEETING TO DISCUSS CIP HELD ON
	[Date]

	EMPLOYEE'S RIGHT TO BE ACCOMPANIED
	☐ Offered   ☐ Declined   ☐ Companion present: [Name]





▪ Section 2 - Summary of Performance Concerns
Set out clearly and specifically the performance concerns that have led to this Capability Improvement Plan. Use observable, factual, behavioural language. Avoid vague terms such as "attitude" or "not meeting expectations" without specific supporting evidence.

Nature of the performance concerns (be specific - cite examples with dates where possible):

Duration of concern - when was the issue first identified and raised with the employee?

Steps taken to address the concern informally before commencing this CIP:

The required standard of performance that the employee is expected to achieve:

▪ Section 3 - Improvement Objectives
Set out the specific, measurable improvement objectives the employee must achieve during the CIP period. Each objective must be clearly defined, have an unambiguous success measure, and be realistic within the timeframe. Aim for three to five focused objectives rather than an exhaustive list.
	#
	IMPROVEMENT OBJECTIVE
	SUCCESS MEASURE - HOW WILL WE KNOW IT IS MET?
	SUPPORT PROVIDED
	TARGET DATE
	PROGRESS AT REVIEW

	1
	 
	 
	 
	 
	☐ On track
☐ Concern
☐ Not met

	2
	 
	 
	 
	 
	☐ On track
☐ Concern
☐ Not met

	3
	 
	 
	 
	 
	☐ On track
☐ Concern
☐ Not met

	4
	 
	 
	 
	 
	☐ On track
☐ Concern
☐ Not met

	5
	 
	 
	 
	 
	☐ On track
☐ Concern
☐ Not met


▪ Section 4 - Support and Development
A Capability Improvement Plan must include genuine, substantive support. A CIP that sets targets without providing adequate support is neither fair nor legally defensible. Record here the specific support commitments made to the employee. Consider referral to Occupational Health if appropriate before progressing further.
	ADDITIONAL TRAINING OR COACHING TO BE PROVIDED
	[Describe - include dates and provider]

	INCREASED MANAGEMENT SUPPORT AND CHECK-INS
	[Describe frequency, format and who will provide]

	MENTORING OR BUDDYING ARRANGEMENTS
	[Describe - or N/A]

	WORK SHADOWING OR ADDITIONAL EXPERIENCE
	[Describe - or N/A]

	ACCESS TO SPECIFIC RESOURCES OR SYSTEMS
	[Describe - or N/A]

	OCCUPATIONAL HEALTH OR EAP REFERRAL
	☐ Yes - referral being arranged   
☐ Not required at this stage

	REASONABLE ADJUSTMENTS CONSIDERED
	☐ Yes - see below   ☐ Not applicable


Any reasonable adjustments agreed and implemented during this CIP period:
▪ Section 5 - Review Schedule
Regular, documented review meetings must take place throughout the CIP period. At each review, assess progress against each objective, record the discussion honestly, and confirm whether the CIP will continue, be extended or conclude.
	REVIEW DATE
	OVERALL PROGRESS
	SUMMARY OF DISCUSSION AND AGREED ACTIONS
	OUTCOME

	 
	☐ Good progress
☐ Some progress
☐ Insufficient progress
	 
	☐ Continue
☐ Extend
☐ Conclude - met
☐ Conclude - not met

	 
	☐ Good progress
☐ Some progress
☐ Insufficient progress
	 
	☐ Continue
☐ Extend
☐ Conclude - met
☐ Conclude - not met

	 
	☐ Good progress
☐ Some progress
☐ Insufficient progress
	 
	☐ Continue
☐ Extend
☐ Conclude - met
☐ Conclude - not met





▪ Section 6 - Consequences
The employee must be informed clearly and in writing of the consequences if the required improvement is not achieved during or by the end of this CIP. This is a legal and procedural requirement - the employee must not be surprised by an outcome that was not communicated in advance.
Notice of Consequence
Please be aware that if the required standard of performance is not achieved and sustained by the end of this Capability Improvement Plan, the organisation may take further formal action. Depending on the outcome of the review process, this could include [a formal written warning / a final written warning / consideration of dismissal on capability grounds - select as appropriate]. Any such decision will be made following a formal review meeting at which you will have the right to be accompanied.
▪ Section 7 - Employee Comments
The employee should be given the opportunity to record any comments, concerns or context they wish to note. This section belongs to the employee.
▪ Section 8 - Sign-Off
Both parties confirm that this Capability Improvement Plan has been discussed, that the employee understands its content and that both parties are committed to working together to achieve the required improvement. Signing does not imply the employee agrees with the assessment - it confirms receipt and discussion.

	EMPLOYEE SIGNATURE
	

	PRINT NAME
	

	DATE
	



	MANAGER SIGNATURE
	

	PRINT NAME
	

	DATE
	



	HR SIGNATURE
	

	PRINT NAME
	

	DATE
	



A copy of this document must be given to the employee. The original must be retained securely on the personnel file. This document contains personal data and must be treated in accordance with UK GDPR and the organisation's data protection policy.
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