derformance Improvement Plan Process

Pre-PIP - Initial Notification

Performance issue
and expectations
discussed and
documented
between Manager
and Employee

Phase Two - Progress Reviews

Document and communicate
Yes that performance must be
sustained at this level
or a formal PIP will be
developed

Develop a
formal PIP, columns
1&2only

Conduct established
review meetings
at |least every 30 days

Document progress
Using the “Appraisal
Of Progress” form

Yes
Performance

improving

Employee receives letter
summarizing progress to date

Continue with established
review meetings

Employee receives letter
documenting continuing
performance issues

Continue with established
review meetings

I

Phase One - Establish formal PIP

Prior to Schedule meeting Do;umelnt
Communication of with Employee e
I and complete
PIP, receive input and HR, to columns
and approval from discuss PIP and finalize 3 485
HR. | PIPform, including  |=—» !
required performance Manager
Provide HR with changes and an Em |og e
initial notification action plan, duration and E|R‘;i n
documentation not to exceed 3 months. form S

Z

E—

Phase Three - Conclusion of PIP |

Conduct final review
meeting

Yes
Performance

at expected
level

Final documentation prepared

Manager, Employee and HR
Sign final "Appraisal of
Progress” form

Human Resources consulted on specific course

of action going forward




