Performance Improvement Plan Outline

The purpose of the performance improvement plan is to identify performance deficiencies and to provide a clear concise mechanism for improving performance to a standard of Meet Expectation or Fully Achieves. Thought and consideration should be given to training and other resources that may be available to help the employee reach the required standard. The employee should understand that the intent of the plan is to help him/her be successful in their job. As the manager or supervisor, ask yourself the following questions: How does this employee know the expectations of the job?  Were the duties of the job and the required standards covered in the departmental orientation? Has he/she been presented with a current job description (not the generic University job description, but a specific position description for this department)? Are you able to describe to the employee how a successful completion of this plan will look? 

Performance Improvement Plan:

1. State the performance concern or issue. Be specific. State the impact: The grant files are not maintained in an orderly manner. The required documents are hard to find. The consent forms for seven of the twenty study participants have expired. If the files are not maintained properly, the grant can be taken away. The consent forms are critical in that they show we are authorized to conduct our testing.

2. Expectation/Standard: Maintain the files within the regulatory guidelines. All consent forms should be attached to inside cover of the folder. A new signed consent form should be obtained every sixty days. All current participant medications should be listed and included in the file. Research notes should be filed within 24 hours of receipt from the investigator. All files should be kept in the appropriate file drawer in alphabetical order.

3. Goal and timetable: The files will be correctly maintained 100% of the time. Over the next 30 days you are expected to organize the files alphabetically. Contact the seven study participants and request that they come by your office on their next visit to sign a new consent form. File all interview and research notes in the appropriate participant file. You are to let me know immediately if you have trouble contacting any of the participants. 

4. Follow up: I will meet with you on a weekly basis over the next 30 days to determine progress. The weekly meetings will include a random audit of the files. 

5. Consequence: It is important to let the employee know the consequence of unimproved performance, i.e. corrective action may follow. However, it is equally if not more important to let the employee know that the intent of this plan is to help them be successful in their job and to let them the know the importance of their contribution to the overall mission of the department.
Note: If the employee has extensive overall performance issues, we would outline something more in the line of a 90-day plan. All of the concerns and expectations would be outlined.  We would work with the manager to identify what specific issues could be tackled in the first 30 days. During the second leg of the triangle, or by 60 days, the employee should be at standard for additional tasks. By the end of 90 days, the employee should be at a Meet Expectation for the overall performance.       
Example:

Performance improvement for tasks A, B, C, X, Y, Z

· First 30 days work on meeting standard for A and Y
· Second 30 days, incorporate  B, C to include A, Y, B, C
· By the end of the 90 days, meet standard for
A, Y, B, C, X, Z
Resources are usually listed in the plan (i.e. PAS and/or Staff and Labor Relations, and sometimes Live for Life).
