[bookmark: _Toc135151628]Appendix 3 – Formal Performance Improvement Plan (PIP)

	Name of Employee 
	

	Job Title 
	

	School / Department 
	

	Date of Initial Meeting 
	

	Decision Meeting Date
	

	Manager Leading Process 
	



	#
	Improvement Required
	SMART* Objective for improving performance 
	Success Criteria
	Completed by (date) 
	What do you need from the employer to help you meet this objective?
	Evidence Base
	What Objective completed – Yes / No?

Date objective was completed

	
	
	
	
	
	Key areas for development
	Specific support and/resources that will support you in meeting this objective 
	
	

	
	Improvement required

E.g. Refer to Teaching Standards
Refer to job description.
With examples (reasons why the manager feels this has not been met)
	
Use SMART objectives 
	How will you know if you have achieved  this objective?
	Agreed date for completion
	Provide details of areas that need improving 

	Support details  including name of employee proving support, training details, dates of meetings,  reasonable adjustments, development, training, flexibility, other) and date to be provided.  

	What evidence will be used in relation to the objective? 
	

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	



Progress Meetings 
	First Review Meeting (Date):
	Second Review Meeting (Date):
	Third Review Meeting (Date):

	By signing below, you agree to the content of this Formal Performance Improvement Plan
	
	

	Employee Name:
	
	Employee Signature:
	
	Date:
	

	Manager Name:
	
	Manager Signature:
	
	Date:
	



FORMAL - PROGRESS REVIEW NOTES
(This section can be used to record the meeting notes for the review points, as well as documenting the timeline of progress for each area of improvement such as support provided, training attended and feedback provided) 
	Date of Meeting
	Notes 
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