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SAMPLE

This is a sample that may help you write one for your specific situation, provided in Word to make it easy for you to modify. It accompanies the Blue Avocado article, "Ask Rita in HR: Do We Really Have to Do Performance Evaluations?"
Notice of Unsatisfactory Performance and 

Performance Improvement Plan 
The purpose of this notice is to inform you that your job performance is considered to be below the minimum acceptable level for your position. The following information is provided to assure that you are aware of the nature of the concerns with your performance and to apprise you that failure to take prompt corrective action may result in termination of your employment. Because you have already received verbal notices of my concerns and have not responded satisfactorily, you should consider this a final notice that requires immediate corrective action. 
I believe that you have the means to improve your performance and look forward to working with you on these improvements. You are encouraged to consult me and take other appropriate actions to improve your performance, including but not limited to the suggestions given below.

Deficiencies:
· Arriving late to work ( 4 instances in the last payperiod)
· Failing to provide advance notice when unable to arrive to work on time

· Leaving during the workday without clear explanation of time of return or for periods substantially longer than needed to perform the assigned task

· Failure to meet the specified requirements for assigned tasks, ( e.g., coming to meetings without note paper and without information necessary to address items on the agenda) 
· Lack of dependability in completely tasks thoroughly or on time (e.g. the report to X did not have itemization of programs in process or scheduled for spring) 
· Poor time management (the following reports were submitted late: list) 
· Poor planning for work that needs to be completed in a certain way or at a certain time

· Unnecessary delays obtaining supplies (e.g.)
· Allowing tasks to languish when you haven’t known how to do them,( e.g., resetting mail meter_ 
· Failing to monitor supply levels and restock supplies as needed

· Lack of initiative assuring completion of important tasks, e.g., repair of the heating system 

· Low productivity and late deliveries 

· Lack of advance notice when tasks cannot be completed as expected


Necessary Corrective Action 
In addition to following all agency policies and procedures, and satisfactory performance of all the duties in your job description, you are specifically required to make the following corrective actions to remain employed by the agency

· Arrive ready to work no later than 9:00 each workday.

· Follow agency policies and procedures for reporting absences. It is required that you speak to your supervisor or her manager and not leave a message on voice mail or text.
· Perform tasks as requested and complete them on time. If task deadlines cannot be met, inform your manager and/or the requesting party in advance as to why and what resources or changes are needed to meet the requirements.

· Upon completing a task, follow up with staff who requested assistance to assure that they are satisfied.

· Plan the critical tasks for your day ahead of time and manage ad hoc tasks so that you fulfill your commitments. 

· Maintain an appropriate service mentality.

· If you don’t know how to do something, ask. If it would be helpful to you I am willing to set a weekly meeting with you to review your work load and assist you in prioritizing or providing any necessary training.
· Take the Microsoft Excel class by (date) 

· If you think it would help you to understand how you are using your time and prioritizing your tasks, keep a daily journal to log your activities for self-review with regard to their importance in meeting your objectives, and to assess your progress.

In order to maintain your employment, your performance in the above functions must improve immediately and you must sustain that improvement over time.

I have read and understand the nature of the performance concerns described in this Notice. I understand that if these performance concerns persist, Nonprofit may take additional action, up to and including termination of my employment. I also understand that this notice does not negate the "at-will" terms of my employment and that Nonprofit may terminate my employment at any time.

_________________________
_________________

Employee Signature


            Date
This sample form was adapted by the Nonprofit Insurance Alliance Group (www.insurancefornonprofits.org). It was published as part of the Ask Rita in HR column in Blue Avocado, an online magazine for nonprofits, at www.blueavocado.org. 

�These are just examples. It is important to include specific examples of the performance that is unacceptable, but not each instance needs to be listed. 


�These are just examples. It is important to be as specific as possible and to provide assistance and training if that is part of the problem. 





