PERFORMANCE IMPROVEMENT PLAN (DRAFT Sample)
Employee Name:  
        Department:   
Date Presented: 
         Supervisor: 
Disciplinary Level


  xx      Verbal Correction – Based on:  

       __Written Warning (Letter of Reprimand) 

       __Final Written Warning

Subject: Performance Transgressions 

         Policy/Procedure Violation


   X   Performance Transgression


  x      Behavior/Conduct Infraction


         Absenteeism and Tardiness

Prior Notifications (List all the verbal and written notices given to employee) 

Level of Discipline
Date

Subject


Verbal
(w/ (name))


      __________________  

Written

 
______

           _________               

Final Written

        __

                                              


Evaluation

______             ________________________
Evaluation

______             ________________________
Incident Description and Supporting Details: Include the following information: Date of Occurrence, and Persons Present, as well as TAMUCC Impact.

John,
On xxx date , etc, describe the situation and the specific behaviors.   Who, What, Where, and When.  What was not completed, etc.
,

Performance Improvement Plan

1. Measurable/Tangible Improvement Goals: I expect you to immediately improve your performance.   Furthermore, you are now formally notified that any further occurrences may result in further discipline action to include termination. 
2. Training or Special Direction to Be Provided:  
3.  Interim Performance Evaluation Necessary?  July 2022
 or
Every 30 days, etc., or bi-weekly
4.  Employee Assistance Program.  
Our Employee Assistance Program (EAP), ComPsych provides various resources 
Website
· http://www.guidanceresources.com
WEBID: TAMUS
Phone Numbers
· 1-866-301-9623
Work/Life Solutions program by GuidanceResources® offers someone to talk to and resources to consult whenever and wherever you need them.  Log on or call today to connect directly with a Guidance Consultant about your issue or to consult articles, podcasts, videos and other helpful tools.  There is 24/7 Support, Resources & Information available for employees.
5.  Finally, I recognize that you may have certain ideas to improve your performance.  Therefore, I encourage you to provide your own Personal Improvement Plan Input and Suggestions:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(Attach additional sheets if needed).

______________________________________________________________________________
Outcomes and Consequences
______________________________________________________________________________
Positive:  I will remain available to help you and discuss areas where you require additional support. If you meet your performance goals, no further disciplinary action will be taken regarding this issue. In addition, you will develop a sense of accomplishment in helping our department meet its goals while minimizing staff rescheduling and last-minute overtime costs.
Negative:  You are now being placed on notice that you if you violate any of my expectations listed above, you may be subject to further disciplinary action up to and including termination.
Employee Comments and/or Rebuttal

(Attach additional sheets if needed.)








X                                                             









Employee Signature



Employee Acknowledgment

I understand that TAMUCC is an “at-will” employer, meaning that my employment has no specified term and that the employment relationship may be terminated any time at the will of either party on notice to the other. I also realize that TAMUCC is opting to provide me with corrective action measures, and can terminate such corrective measures at any time, solely at its own discretion, and that the use of progressive discipline will not change my at-will employment status.

I have received a copy of this notification. It has been discussed with me, and I have been advised to take time to consider it before I sign it. I have freely chosen to agree to it, and I accept full responsibility for my actions. By signing this, I commit to follow the TAMUCC standards of performance and conduct. 

Employee Signature and date


                                      
   _______________                         
Supervisor’s Signature and date
Witness: (if employee refuses to sign)

Name




Date

Time in conference

CC:

Human Resources Department

Next Level Supervisor
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