Carnegie Mellon 

Performance Improvement Plan 

The Performance Improvement Plan – (PIP) is designed to facilitate constructive discussion between the staff member and supervisor and to clarify work performance to be improved. It is implemented at the discretion of the supervisor. Once the employee has developed the plan, the document is reviewed by the supervisor to determine if the activities outlined will help the employee to attain the desired level of performance. The supervisor will monitor and provide feedback to the employee regarding their performance and may take additional disciplinary action, if warranted, through the University’s Progressive Discipline Process.

The supervisor should review the following 6 items with the employee when using the document. 


1.  State performance to be improved (be specific and cite examples). 


2.  State the level of work performance expectation and that it must be performed on a consistent basis. 


3.  Specify the support/resources you will provide to assist the employee.


4.  Communicate your plan for providing feedback to the employee (meetings, with whom and how often). 


5.  Specify possible consequences if performance standards are not met. 


6.  Provide sources of additional information (i.e. Carnegie Mellon policy if applicable).

QUESTIONS? Your Human Resources Manager is available at x82047 to answer questions

and to provide assistance to you regarding the use of the Performance Improvement Plan (PIP).
Example

	Performance to be improved
	The employee lists the activities they will initiate to improve performance - including skills to be improved and changes made to meet work performance expectations. 

(List short and long term goals to be accomplished as applicable.)
	Targeted date for improvement – by when?
	Expected results

	Dates reviewed by employee and supervisor


	Organizational 

Skills
	I will work to effectively establish an appropriate course of action for myself and/or others to accomplish the following work assignments: 

I will accurately update the student database on a daily basis.

I will develop, plan and implement the project timeline to successfully launch the new orientation program. 

I will evaluate the program by using the program evaluation and provide the results to my supervisor.

I will prioritize my work by establishing schedules and deadlines without reminders from my supervisor and faculty.

I will adapt to changing work priorities without losing efficiency. I will bring any problems I am experiencing to my supervisor for discussion.


	Effective

immediately

July 15/02

July 1/02

Effective

Immediately

Effective

immediately


	Database is accurate and up to date on a daily basis

Effectively run orientation program

Improved project management and self-management skills

Improved meeting deadlines; proactively provides information to faculty regarding work in progress 

Improved ability to handle unexpected change


	July 03/02

July 16/02
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Employee 
Name:  __________________________


Title:  _____________________________________

Department:_______________________________

 
Date:______________________________________

Employee/Signature:________________________


Reviewer/Signature:_________________________


	Performance to be improved
	The employee lists the activities they will initiate to improve performance - including skills to be improved and changes made to meet work performance expectations. 

(List short and long term goals to be accomplished as applicable.)
	Targeted date for improvement – by when?
	Expected results

	Dates reviewed by employee and supervisor
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