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PERFORMANCE MANAGEMENT
Performance Improvement Plan
Performance Management  |  White Cube Consulting

Important - before completing this document
A Performance Improvement Plan should only be initiated following a fair and transparent informal performance improvement process that has not resulted in the required improvement. It is a formal document and should be completed in consultation with HR. The PIP should be discussed and agreed with the employee in a formal meeting - it should not be issued without prior discussion. This document is not a disciplinary record. Its purpose is to provide a structured, supportive framework to help the employee achieve the required standard. However, failure to meet the objectives set out in this plan during the PIP period may result in further formal action, up to and including dismissal.

	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	LINE MANAGER
	[Manager Name and Job Title]

	HR CONTACT
	[Name]

	PIP REFERENCE
	[To be assigned by HR]


SECTION 01
Background and Context

This Performance Improvement Plan has been prepared following a period of performance management that has not resulted in the required sustained improvement. The concerns below have been discussed with the employee on previous occasions - the dates of those discussions are noted where applicable. 

Type of PIP:
☐ First Formal PIP     ☐ Extended PIP following previous PIP     ☐ PIP following capability hearing
	DATE INFORMAL CONCERNS FIRST RAISED
	[Date]
	

	INFORMAL IMPROVEMENT PERIOD
	[Date] to [Date]
	

	OUTCOME OF INFORMAL STAGE
	[Summary of outcome - e.g. insufficient / no improvement demonstrated]
	

	DATE OF PIP MEETING
	[Date]
	

	PIP COMMENCEMENT DATE
	[Date]
	

	PIP END DATE
	[Date]
	

	DURATION OF PIP
	[e.g. 8 weeks / 12 weeks / 3 months]
	


SECTION 02
Performance Concerns

The following performance concerns have been identified and discussed with the employee. Each concern is supported by specific evidence and/or documented examples.
▪ Concern 1
	AREA OF CONCERN
 



Specific examples and evidence (include dates, incidents, outputs, feedback received):


Standard / expectation that has not been met:


▪ Concern 2 (if applicable)
	AREA OF CONCERN
 


Specific examples and evidence (include dates, incidents, outputs, feedback received):


Standard / expectation that has not been met:

▪ Concern 3 (if applicable)
	AREA OF CONCERN
 


Specific examples and evidence (include dates, incidents, outputs, feedback received):


Standard / expectation that has not been met:

[Add further concerns as required. Each concern must be clearly defined, specific and evidence-based.]

SECTION 03
SMART Objectives and Required Improvements

The following specific, measurable objectives have been agreed with the employee for the duration of the PIP period. Each objective reflects the standard that is required and will be used to assess whether the required improvement has been achieved.
SMART objectives are: Specific - Measurable - Achievable - Relevant - Time-bound. Each objective should make absolutely clear what 'good' looks like, how progress will be assessed and by when it must be achieved.
	#
	SMART OBJECTIVE / REQUIRED IMPROVEMENT
	TARGET DATE
	HOW MEASURED
	STATUS AT REVIEW

	1
	[Describe the specific, measurable improvement required]
	 
	 
	☐ Met
☐ Partially Met 
☐ Not Met

	2
	[Describe the specific, measurable improvement required]
	 
	 
	☐ Met
☐ Partially Met 
☐ Not Met

	3
	[Describe the specific, measurable improvement required]
	 
	 
	☐ Met
☐ Partially Met 
☐ Not Met

	4
	[Describe the specific, measurable improvement required]
	 
	 
	☐ Met
☐ Partially Met 
☐ Not Met



Additional objectives may be added during the PIP period with the agreement of both parties. Any changes to the objectives above must be documented and signed by both the employee and the line manager.
SECTION 04
Support to be Provided

The following support measures have been agreed to assist the employee in achieving the objectives above. The organisation is committed to providing reasonable and appropriate support throughout the PIP period.
	SUPPORT / ACTION
	RESPONSIBLE
	BY WHEN

	[e.g. Weekly one-to-one meetings with line manager to review progress]
	Line Manager
	[Day / frequency]

	[e.g. Specific training or coaching sessions - detail: ________________]
	HR / Manager
	[Date]

	[e.g. Revised workload, priorities or responsibilities during PIP period]
	Line Manager
	[Date]

	[e.g. Buddy / peer support from [Name] - informal guidance and advice]
	HR / Manager
	[Date]

	[e.g. Access to online resources / learning platform: ________________]
	Employee
	Ongoing

	[Add further support measures as agreed]
	 
	 



Employee Responsibilities
The employee is expected to:
· engage fully with the support offered
· attend all review meetings
· raise any barriers to improvement promptly
· actively work towards achieving the agreed objectives

The employee is encouraged to raise any concerns about the adequacy or relevance of the support provided at any review meeting, or by contacting HR in confidence at any time during the PIP period.
SECTION 05
Review Schedule

Progress against the objectives above will be reviewed formally at the following intervals. In addition, informal weekly check-ins will be held between the employee and their line manager throughout the PIP period.
	FIRST CHECK-IN
	[Date] - informal review with line manager
	

	MID-POINT REVIEW MEETING
	[Date] - formal review meeting, outcome documented
	

	SECOND CHECK-IN
	[Date] - informal review with line manager
	

	FINAL REVIEW MEETING
	[Date] - formal assessment of all objectives
	

	OUTCOME NOTIFICATION
	[Date - typically within 5 working days of final review]
	



Each formal review meeting will result in a written record which will be shared with the employee and retained on file. If significant concerns arise between scheduled reviews, an additional meeting may be convened at the discretion of the line manager or HR.
SECTION 06
Progress Review Record

Complete this section at each formal review point during the PIP period. Retain all review notes as part of the PIP documentation.
	DATE
	OVERALL PROGRESS
	SUMMARY OF DISCUSSION AND AGREED ACTIONS
	INITIALS

	 
	☐ On Track
☐ Some Concern
☐ Not Meeting Required Standard
	 
	 

	 
	☐ On Track
☐ Some Concern
☐ Not Meeting Required Standard
	 
	 

	 
	☐ On Track
☐ Some Concern
☐ Not Meeting Required Standard
	 
	 

	 
	☐ On Track
☐ Some Concern
☐ Not Meeting Required Standard
	 
	 





SECTION 07
Potential Outcomes

At the conclusion of the PIP period, one of the following outcomes will apply. The outcome will be confirmed in writing to the employee within five working days of the final review meeting.
	✔  OBJECTIVES MET
	•  PARTIALLY MET
	✖  OBJECTIVES NOT MET

	The PIP period concludes successfully. The employee receives a written confirmation of successful completion. Performance will continue to be monitored through normal management processes.
	Progress is recognised but the required standard has not been fully met. The PIP may be extended for a further defined period, with revised or additional objectives. Further failure may lead to a capability hearing.
	The matter will be referred to a formal capability hearing. The employee will be given notice of the hearing and the right to be accompanied. Possible outcomes of the hearing may include dismissal.


 
If the matter proceeds to a capability hearing, HR must be consulted before any hearing is convened. Dismissal must not be considered without following a fair formal process and taking appropriate legal / HR advice.
SECTION 08
Employee Response

The employee has the opportunity to add their own comments, observations or response to this PIP before signing. This section is optional but encouraged. Signing this document acknowledges its receipt and the discussion that has taken place - it does not constitute agreement with the assessment.
▪ Employee comments (optional):



SECTION 09
Signatures

Both parties confirm that the contents of this Performance Improvement Plan have been discussed and explained, and that the employee understands the objectives, support and potential outcomes set out above.
	LINE MANAGER SIGNATURE
	
	

	PRINT NAME
	
	

	JOB TITLE
	
	

	DATE
	
	



	EMPLOYEE SIGNATURE
	
	

	PRINT NAME
	
	

	JOB TITLE
	
	

	DATE
	
	



Note: If the employee declines to sign, this should be noted here with the date and a witness's signature where possible.

	HR REPRESENTATIVE SIGNATURE
	
	

	PRINT NAME
	
	

	JOB TITLE
	
	

	DATE
	
	



cc: Employee  |  Line Manager  |  Personnel File  |  HR
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