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Date:

05/16/02

Employee: 
Joe
Supervisor:
XX
Purpose:
To reinforce performance expectations for a (Job Title).  Joe has been employed with Jefferson Lab since ------.  The purpose of this discussion is to make Joe aware of those areas where his performance is not meeting the expectations of a (Job Title) and provide direction on ways in which his overall performance can be improved.  

Background:
Joe’s overall performance is below expectations. The key areas where Joe is not meeting performance standards are ----- and ------. During the month of April, the Supervisor conducted a monthly 1:1 with Joe and then visited the issue later in the month.  On both accounts, Joe did not show initiative or concern about his work performance.  Joe commented that he felt he could do the work but was struggling with -------.  
Assessment:
Joe’s overall performance as a (Job Title) is not aligned with the expectations of the position.  Joe must demonstrate initiative in completing his work assignments and seek out his supervisor if he is struggling in any area so that guidance and resources can be reviewed or provided.   
Actions:
Joe must demonstrate immediate improvement in the areas highlighted above. 

                        In order to accomplish this, areas have been outlined below that will assist Joe in

                        being able to modify his current trend, with the goal to become a more efficient and 
                        productive member of the (Department Name) team. (samples)
· Joe and his supervisor will review the performance expectations he is expected to meet during this review period.
· Joe and his supervisor will meet on a weekly basis for the duration of this PIP to review Joe’s progress in teamwork and taking responsibility for assigned projects.  The supervisor will provide guidance, and feedback as needed. 
· Joe will provide weekly progress reports to his supervisor on the assigned projects.  (samples)
· Supervisor is expected to list specifics of what project or work activity needs to be improved and associated timelines for completion.  This is to include specific details for both the employee and the supervisor to reference throughout the PIP and beyond.
Summary:
Joe is expected to demonstrate sustained and improved job performance in the areas 



identified.  At the end of the PIP, Joe and his supervisor will have a final meeting to

 recap his progress.  
Employee Response:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Failure to adhere to the actions listed above during the 60- day or 90-day period, or failure to demonstrate appropriate behaviors may result in further corrective actions, up to and including termination.  

Employee Signature___________________________ ____
Date__________________

Manager Signature___________________________ ___
Date__________________

