
Schedule a meeting with your HR 
Business Partner, especially if you 
have never created a Performance 

Improvement Plan before.

Manager drafts the PIP

HR Business Partner provides 
feedback on the draft

Manager presents the PIP to the 
employee

Manager supports the employee 
through the PIP

Did the Employee 
succeed at meeting the 
expectations outlined 

in the PIP?

IF YES

Congratulate the employee 
and look for ways to 

continue to build their 
confidence and skills.

IF NO
Begin exploring the 

Progressive Discipline 
Process

Once you notice a 
recurring pattern of 

failing to meet 
expectations...

CONDUCTING A 
PERFORMANCE 

IMPROVEMENT PLAN

What to Expect:
 Support for clearly defining the issue
 Discussion to help figure out the most appropriate form of action
 If a PIP is the right next step, help understanding the form, timeline, and 

how to navigate the process effectively

What to Bring With You
 Explanation of the issue you’re experiencing and how long it’s been going on
 Documentation of conversations you’ve had with the employee about the issue
 Current job description
 Any written goals for the position

 Consider scheduling a role-playing session with your HR 
Business Partner to prepare for your conversation with your 
employee. 

 Even if you don’t role-play with your HR Business Partner, 
make sure that you prepare what you’ll say to your employee 
to strike a collaborative and supportive tone.

Your HR Business Partner can be in attendance at this meeting if 
you think it would be helpful

This Includes:
 Increasing the frequency of check ins and regular feedback
 Directing the employee to  training, coaching, or support as necessary
 Conducting timely reviews of progress (most likely, at 30, 60, and 90 days)
 Rendering a final evaluation at the end of the PIP timeline as to whether the 

employee succeeded at meeting the expectations outlined in the PIP


