Performance Improvement Plan Guidelines

Guidelines for Documenting Performance Deficiencies and Expectations for

Improvement


• Comments should be:


‑ Documented on the performance improvement plan


‑ Based on standards of performance that have been communicated to the employee


‑ Specific, measurable, accurate, and timely


‑ Focused on development or improvement


‑ Confidential (only shared with those with a need to know)

Who Needs to Review?

• Human Resources for input into language and tone of plan as well as to provide information, advise and suggest development opportunities and consequences of meeting/not meeting expectations

• Department Head or Chairperson for his/her understanding and acceptance of the plan

• Employee for his/her understanding

Complaint/Appeal Process

• The manager will let the employee know whom he/she can talk to if he/she disagrees with any element of the plan or just wants to seek advice and counsel

Frequency of Meetings and Status Updates

•  Manager and employee will conduct a formal performance feedback session once every two weeks for the first three months following the commencement of the performance plan and then as needed

Documentation of Feedback

• Will be maintained in manager's file and Human Resources file

• Employee will be provided a copy

Time Frame of Improvement Plan

•  Remains in effect no less than 90 days, beginning on the day that it is reviewed with the employee

Outcome of the Performance Improvement Plan

• Used as a guide for future evaluation and planning decisions

