Performance Improvement Plan & Review


	Employee’s name
	
	Manager’s name
	

	Position title
	
	Review period
	For example: first 3 months of employment

	Employee’s signature


	
	Manager’s signature
	


	Use this section to set the Key Performance Areas for the employee at the beginning of the review period.

Typically, 3 – 5 KPAs should be set. 
	Use this section to record the Ratings for the employee at the end of the review period.



	Key Performance Areas

(What is to be achieved?)
	Actions

(How and when will it be achieved?)
	Measurement Criteria

(How is achievement of the objective measured?)
	Review & manager’s comments



	Key Objective 1:


	
	
	Rating:   Good / Acceptable / Unacceptable / Poor

[Circle as appropriate]

	
	
	
	Manager’s comments:   

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


	Key Objective 2: 


	
	
	Rating:   Good / Acceptable / Unacceptable / Poor

[Circle as appropriate]

	
	
	
	Manager’s comments:   

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

	Key Objective 3: 


	
	
	Rating:   Good / Acceptable / Unacceptable / Poor

[Circle as appropriate]

	
	
	
	Manager’s comments:   

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


	Key Objective 4:


	
	
	Rating:   Good / Acceptable / Unacceptable / Poor

[Circle as appropriate]

	
	
	
	Manager’s comments:   

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

	Key Objective 5:


	
	
	Rating:   Good / Acceptable / Unacceptable / Poor

[Circle as appropriate]

	
	
	
	Manager’s comments:   

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


	Use this section at the end of the performance period to:

· obtain the employee’s comments on their performance results; and

· record the manager’s overall rating and comments about the employee’s performance.



	Employee’s comments on their performance during the performance period:   

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………



	Manager’s overall comments on their performance during the performance period:    

Overall rating:   Good / Acceptable / Unacceptable / Poor















[Circle as appropriate]

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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Insert your company logo here
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