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Prior to completing a PMIP, discuss background and current state with HR to assist in determining whether discipline or a PMIP is appropriate.

Complete the RED areas in the template by adding your input. 
Identify what the OVERARCHING goal(s) are and insert into the OVERARCHING goal area.
Identify necessary activities and expectations and insert individual activities line by line.    
Each activity should relate directly to at least one of the overarching goals. 
These goals should have expected completion dates.  No goal should be “ongoing”.  
Supervisors should ask, “What are you going to do to be successful” and ADD these into the Activities and expectations page.  This assists in creating buy-in from employee.
Activities should include what the Supervisor is going to offer in order to support successful completion of PMIP
Send draft and discuss PMIP with HR.
PMIP requires sign-off from HR prior to discussion and delivery with employee.  
Discuss and deliver PMIP.  
Discuss current state.  How did we get where we are today? 
“In order to set the employee up for success, we are clarifying expectations and specifying areas to address for immediate and sustained improvement. 
This PMIP is not considered discipline.  However, if we do not see immediate and sustained improvement, additional action may be taken.
This is a dual ownership document and requires action by both the employee AND the Supervisor”
Present the PMIP Document
Discuss Overarching Goals
Discuss Supervisory specific expectations, activities, and suggestions. 
Discuss whether employee feels expectations are reasonable?
Discuss what employee will do to be successful. What do they need from Supervisor to be successful?  Add employee suggestions to plan. 
Discuss three options for “closure” of PMIP
Sign, date, and initial all pages except the PM&IP Closure page (this will be completed at the end of the scheduled PM&IP time).  Send PMIP to HR. 
Notes: 
Success / failure lies partially with completion of tasks by assigned dates.  
Success/ failure lies partially with whether employee is proactively attempting to participate and complete activities.  
The Supervisor is not responsible for driving completion.  Supervisor is responsible for supporting, completing their tasks, and follow-up through PMIP process.  




[bookmark: EmployeeName]TO: 		Employee Name, Job Title

FROM:  	Supv/Manager, Job Title

DATE: 		Date

SUBJECT:	Performance Management or Improvement Plan (PM&IP) 


You are being placed on a Performance Management or Improvement Plan (PM&IP) due to (insert concern i.e. continued failure to…, not maintaining level of performance expected….). (Insert position details i.e. accuracy, timeliness, etc) are functions that are considered essential to your position.

During this time, I will closely monitor your ability to maintain and sustain an acceptable level of performance in each of the areas identified.  This PM&IP will be in effect for # days, but can be concluded prior to that time or extended, as warranted. We will meet in-person weekly to discuss your performance and progress towards meeting expectations.  Please refer to page X for details.  It is my intent to make you fully aware of this situation and assist you in improving your work performance to an acceptable level.  However, it is important that you understand immediate and sustained improvement is essential to your continued employment.  If satisfactory improvement is not made during this PM&IP, additional action may be taken up to and including dismissal.

Insert information in regards to position expectations (i.e. as a ___ you must ensure___). Provide instances of previous coaching’s. Insert impact/potential impact actions may have on the division/department/customer. It is expected that you follow the directives listed below in order to assist you in ensuring you are meeting the performance expectations of a POSITION TITLE as well as ensuring that you are adhering to DIVISION/DEPARTMENTAL policies and procedures.   

This is your area to place your OVERARCHING GOAL for completion.  The “how to” will be below: 
1. List expectations during and beyond the PM&IP period, potentially including due dates and tiered expectations. 
a. Example A: 
i. By March 15, 2019 you will be at 85% productivity.  
ii. By March 30, 2019 you will be at 95% productivity.  

We will be meeting weekly during the PM&IP to discuss your performance progress; however, it will be your responsibility to contact me or your leadership chain during this time to seek assistance in removing roadblock(s) you may encounter which may impede your progress. 

In addition to meeting the specific objectives outlined in this plan and then thereafter on an ongoing basis, you must demonstrate a commitment to your job and to this organization’s values. This commitment must be reflected by continuing to perform your job in a satisfactory fashion.
 
It is important that you understand immediate and sustained improvement is essential to your continued employment.  The organization reserves the right to implement further action, including disciplinary action, if it becomes clear you are not immediately improving and sustaining your work performance, or for business reasons unrelated to your performance (e.g. misconduct, lack of work, violation of policies). If you make the required improvement, you must continue to perform at a satisfactory level after the PM&IP ends.  Your signature below acknowledges the receipt of this document.   
 

______________________________________			_____________________
Employee Acknowledgement 					Date


______________________________________			_____________________
Supv/Mgr Name, Position title						Date














Expectations & Activities (Examples in green)

Employee Name	Performance Management & Improvement Plan (PM&IP) dated DATE.
This is your area to place your HOW TO reach the goals listed above: 


	Date
	Expectation 
	Employee Initials
	Supervisor Initials
	Expectation Met? (yes, no, partial)

	Date of PMIP Delivery
	Ensure understanding and acknowledgment that employee will raise any and all concerns regarding roadblocks to their immediate Supervisor so they may be addressed by the Supervisor.
	
	
	

	12/1/2019
	Employee will be at 65% productivity

	
	
	

	12/15/2019
	Employee will have trained with lead on XX to further clarify XXX to meet overall productivity goal.

	
	
	

	12/15/2019
	Employee will have completed X training on the HUB

	
	
	

	12/19/2019
	Employee will seek out a lead to retrain on XXX.

	
	
	

	12/19/2019
	Supervisor will XXX on a daily/weekly/monthly basis to support

	
	
	

	12/19/2019
	Supervisor will provide XX by XX.

	
	
	

	During PMIP delivery/immediately following
	ADD what the employee feels they need to be successful.  
	
	
	

	During PMIP
	ADD roadblock conversations. ADD dates that you met to discuss progress.  Document, document, document.
	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	
	
	
	

	
	
	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	




PM&IP Closure

Employee Name Employee Name	Performance Management & Improvement Plan (PM&IP) dated DATE.

On DATE you were placed on a Performance Management or Improvement Plan (PM&IP) due to (insert concern i.e. continued failure to…, not maintaining level of performance expected….).   Your PM&IP was scheduled to end on DATE.  As of today, DATE, you have: 


· Successfully met the expectations outlined in this Performance Management & Improvement Plan (PM&IP) and the Plan has now been closed.  You are required to sustain your improved level of performance throughout your employment as a (employee’s position).  Failure to sustain the expected level of performance may result in further corrective action, up to and including dismissal from your position with Maricopa County.      
· Not successfully met the expectations outlined in this Performance Management Improvement Plan (PMIP), but we have seen enough progress to extend this PM&IP in anticipation of successful completion.  Your extended PM&IP deadline is ________________.   Failure to sustain the expected level of performance may result in further action, up to and including dismissal from your position with COSC.
· Not successfully met the expectations outlined in this Performance Management Improvement Plan (PMIP) and the Plan has now been closed.  




______________________________________			_____________________
Employee Acknowledgement 					Date


______________________________________			_____________________
Supv/Mgr Name, Position title						Date 
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