Performance Improvement Plan
Performance improvement plan (PIP) template

Delete the italic guidance as you go. Sections you do not need can be removed, but think twice before removing 4, 6 or 8. Measurable goals, the support provided and notes made at each review are what a plan is tested on.

1. Plan details
	Employee
	Name

	Role
	Position title. Attach the position description if you have one.

	Department
	

	Manager
	Name and role

	HR contact
	Name and role

	Plan start date
	

	Plan end date
	Many plans run 30, 60 or 90 days. Match the length to the goals.

	Review dates
	Every date you will meet, set on day one

	Support person offered
	To whom, and whether taken up



2. The performance concern
What the gap is, in specific and observable terms. Examples, dates and the standard that was not met. Not “attitude”. Not “needs to step up”.
 
 
 
 
 
 

3. What has happened so far
Feedback already given, conversations already held, training already offered, each with a date. A plan that arrives without history looks like a surprise, and surprises get challenged.
 
 
 
 
 

4. Expected standard
What the role requires, written as outcomes the employee can check themselves against. Link it to the position description where you can.
 
 
 
 
 

5. Goals and measures
Three to five goals. Each one specific, measurable and achievable inside the plan period. One row per goal.
	Goal
	How it will be measured
	What counts as met
	Due date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Support provided
Training, coaching, resources, adjusted workload, more frequent check-ins. If the support never happens, the plan has failed before the employee has.
	Support
	Provided by
	By when
	Done (date)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7. Review schedule
The dates you will meet, who attends, and whether a support person is offered.
	Review date
	Attendees
	Support person offered
	Notes taken by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



8. Progress notes
For each review: date, what was discussed, progress against each goal, and the employee’s response. Recorded at the time, not reconstructed at the end. Copy this block for each review.
 
 
 
 
 
 
 
 

9. Possible outcomes
What happens if the goals are met, partly met or not met. Stated plainly at the start, so the end is not a surprise either. Take advice before any step that may lead to dismissal.
 
 
 
 
 

10. Acknowledgement
Signing confirms the employee has received this plan. It does not mean they agree with it. If the employee will not sign, record that the plan was given to them and when.
	
	Name
	Signature
	Date

	Employee
	
	
	

	Manager
	
	
	

	HR
	
	
	



This performance improvement plan template is general information, not legal advice. Obligations differ by jurisdiction and by the agreements and policies that apply to your organisation. Take advice before any step that may lead to dismissal.
Template by Dazychain HR	dazychain.com/hr/
