
The completed and signed PIP agreement should be submitted for placement in the employee’s Human Resources file. 
Progress and outcome of this PIP should be tracked on the Coaching Log which also should be submitted to Human Resources at the conclusion of the PIP. 
 
 

Performance Improvement Plan (PIP) 
 

Date of Conference:  1/17/17      
Employee: John Smith    Department:  University HR  Position:  HR Partner    
Supervisor:  Sally Jones    Supervisor Title:  HR Director 
 
 
Improvement Goal #1 
Information/Knowledge retention 

 

Action Steps Outcome/Measure Expected Timeframe 

 
1. Review at least 2 HR policies per 

day  
2. Attempt to use resources, such 

as the employee handbook or 
policy manual, prior to asking 

3. Integrate a system to use for easy 
recall, such as notes next to the 
computer or an instruction booklet 

 

 

 Familiarity and utilization of all 
tools and resources available 
(such as handbook & policy 
manual) 

 Proficiency in daily processes and 
common policies/procedures 

 Able to answer questions and 
provide assistance without help 

 

 30 days 
 
 
 

 60 days. 
 
 

 
Improvement Goal #2  
Workload management 
 

Action Steps Outcome/Measure Expected Timeframe 

 
1. Formalize a system for more 

efficient processing of applicants 
2. Prioritize duties to focus on must-

do’s 
3. Reduce socialization 

 

 

 Workload managed for timely 
execution of all responsibilities 

 Need for follow-up reminders 
limited 

 Full job duties assumed 

 

 30 days 
 

 30 days 
 

 60 days 

 



The completed and signed PIP agreement should be submitted for placement in the employee’s Human Resources file. 
Progress and outcome of this PIP should be tracked on the Coaching Log which also should be submitted to Human Resources at the conclusion of the PIP. 
 
 

Improvement Goal #3  
Human Resources Development 

 

Action Steps Outcome/Measure Expected Timeframe 

 
1. Register for PHR prep classes 
2. Volunteer for tasks that have 

learning opportunities 
3. Schedule weekly meetings with 

HRD to review case studies and 
policies 

4. Monitor behavior to always model 
leadership and professionalism 

 

 

 Can articulate the “why” of our 
policies 

 Ability to make decisions and lead 
department in the HRDs absence 

 Role model behavior 

 

 90 days 
 

 90 days 
 

 Immediately 

 
 

Progress Meetings: 
 
     X Weekly    Biweekly   Other (Specify) 
 
 
 

I understand I am being issued a PIP, which is a formal step of the Progressive Discipline policy. The purpose of this PIP is to 
provide me with the opportunity to bring my level of performance within the range of expected results.  I further understand that if 
I fail to complete the assigned action steps or improve to the specified level of performance within the specified timeframes 
subsequent action may result in further corrective action up to and including termination.   I also understand that I am to maintain 
or continue to improve the expected performance standards even after successful completion of the PIP. 
 
 
 
Employee Signature   Date    Supervisor Signature  Date 
 
 
 


