	Tool 1
	PERFORMANCE IMPROVEMENT PLAN SAMPLE


MANAGING PERFORMANCE-RELATED CONCERNS
	Tool 1
	PERFORMANCE IMPROVEMENT PLAN SAMPLE CONTINUED


MANAGING PERFORMANCE-RELATED CONCERNS

The following development needs have been discussed and agreed to be undertaken over the next [insert number] months.
	Employee’s name:
	      
	Date:
	      


	Beginning of review period:
	      
	Date/completed:
	      


	Areas for development

(These can be competencies, skills or conduct 
that, following discussions, are agreed to as requiring development)
	Actions

(These are activities that will assist in development e.g. attending professional development, undertaking on-the-job training, receiving coaching from someone with the required skill)
	Person responsible
	Date to be completed (demonstrated improvement)

	     
	     
	
	     

	     
	     
	
	     

	     
	     
	
	     


To be completed in preparation for conducting a work performance counselling meeting.
	Issues

Identify areas needing improvement and group into general categories
	Specific examples

List examples for each issue
	Desired outcome

What needs to change?
What outcomes are necessary?
	Support/training

Is it appropriate?
	Timeline for actions

	What are the issues?

When identifying issues, refer to the employee’s job description, policies, the Education and Care Services National Law Act 2010 and Education and Care Services National Regulations.
Issues of concern may relate to general categories such as:

· working with children

· interpersonal skills

· providing safe and adequate care for children.
	Examples should be recorded for each of the issues identified.

Where appropriate, provide information about time, events and/or other relevant details.

Try not to personalise the issue.  Remain impartial.  Be as factual as possible and avoid emotive language.
	While this section is completed before the counselling session, it may be necessary to modify desired outcomes following discussions with the employee in the counselling session.
What outcomes are required?

What changes in work performance are required?

It is helpful if outcomes can be measurable in order to determine the extent of achievement.
	This section is completed before the counselling session and if necessary, could be modified after consultation with the employee.

Is it appropriate and feasible for the employee to undertake training to achieve these outcomes?

Is there appropriate support available to help the employee achieve improvement? 
e.g. mentoring
	These are set in consultation with the employee.
The timeline should be realistic.


EXAMPLE: The information below is based on a scenario where numerous complaints were received about the inadequacy of the cleaning. The cleaner was interviewed about the complaints and the following worksheet was completed prior to the work performance counselling.
	Issues
	Specific examples
	Desired outcome
	Support/training 
(if appropriate)
	Timeline for actions

	Failure to carry out cleaning duties in accordance with job description, cleaning schedule and expected standard.
	Complaints have been received about the poor standard of cleaning. Examples of this were:

· on 30/2/00 and 12/4/00, the floor of the children’s toilet/washroom was not washed

· on 15/4/00 and 19/4/00, pieces of paper and piles of sand were left on the carpet area in the children’s playroom after the cleaning had been carried out.
	To clean the rooms in accordance with the job description, schedule of cleaning duties and expected standard.
	Employee to seek guidance if unsure about the listed duties or expected standard.
	Immediate


	Note: This is a sample letter to be used as a guide for notifying employees of a performance 
counselling or investigation meeting.


[Insert service letterhead]

[Insert date] [Insert employee name and address]

Dear [insert name of employee],

Re: Performance concerns

We are writing to you regarding concerns raised about your performance.

The alleged performance concerns are as follows: 

[list summary of key issues to be discussed, for example: • alleged inappropriate behaviour at the staff meeting held on 00/00/00 • alleged breach of confidentiality at the open day held on 00/00/00]

The alleged misconduct and/or [insert as applicable] may be a breach of [insert service name] [insert policy names or regulations and enclose copies and list what is attached]. The alleged behaviour/performance may be a failure to work in a way which results in performing the requirements of the role.


We are providing you with an opportunity to respond at a meeting to be held [insert day, time, venue, names of employer representative(s) and any external consultant who will be present] 

If you wish to bring a support person to the meeting, please advise me of the name of the person attending at least one day prior to the meeting.

Depending on your response and the results
of the meeting, you may be subject to disciplinary action.

Please note that this is not a disciplinary meeting and the aim of this meeting is to attempt to resolve concerns about the issues listed above. 

This letter and meeting regarding the issues raised are to remain confidential and must not be discussed with your work associates and colleagues. A breach of this confidentiality will be treated as a serious matter.

If you require any
further information, please
contact [insert name, position title and phone number] 

Yours sincerely,

[Insert name of committee member]

[Insert position e.g. President]

	Name of service: 
	      

	Date:
	      

	Employee’s name:
	      

	Position:
	      


Attendance
Names of those in attendance:
	Name:
	      
	Position:
	      

	Name:
	      
	Position:
	      

	Name:
	      
	Position:
	      

	Name:
	      
	Position:
	      


	The purpose of this work performance counselling session is to discuss an area(s) of concern regarding the above employee’s work performance and the resolution of issues.  A summary of matters discussed is contained in the attached List of issues and outcomes.


Review of the employee’s progress
List any planned follow up meetings or actions by referring to the attached List of issues and outcomes.
	     


Employee’s comments

	     


The original, including the List of issues and outcomes is to be placed in the employee’s personnel file. 
A copy must be provided to the employee. 
LIST OF ISSUES AND OUTCOMES
	Date:
	      
	Name of service:
	      

	Employee name:
	      
	Position:
	      


	Issues

Areas needing improvement
(use general categories)
	Desired outcome
What must change?
What outcomes are necessary? Standards required
	Support/training


	Person(s) responsible

	Timeline for actions

	ISSUE 1       
	     
	     
	     
	     

	ISSUE 2       
	     
	     
	     
	     

	ISSUE 3       
	     
	     
	     
	     


To be filed in the employee’s personnel file.  A copy must be provided to the employee.
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