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Items in red are for information purposes only and should be removed in the final document.  Items in black should be used in all written warnings for consistent purposes.
ABC prides itself on being comprised of individuals who perform at the highest level.  (add note about company values)  These are values we expect our employees to embed in all of their work efforts.
The beginning should reference any previous discussions/history about performance/behavior issues.  If this is the second or more action document that you are giving this employee, you will also want to reference the previous document(s).  

As of today, there are continuing issues with your work performance/behavior.  We have discussed these issues on prior occasions that began with (our meeting, e-mail, etc. on XX).  However, the issues raised at that time have not improved to the extent necessary to meet our expectations.

Overview of the Performance/Behavior Issues
State concisely the performance/behavior issues providing specific examples, dates, etc.  You must be able to cite an example if a performance/behavior issue is being raised.

Specific examples and results of your performance/behavior issues are:

· XX

· XX

· XX

Business Impact of the Performance/Behavior Issues
State what the cost is to the Company, to your function or to other related departments – this does not always mean a monetary cost.  State how the performance/behavior issues are compromising your operation.  You should spend time thinking this through as it represents the impact of the issues at hand.

Expectations for Satisfactory Performance/Behavior
State your expectations; these must be clear and reasonable expectations in light of the job and the performance/behavior issues identified.  Any stated timeframes must be reasonable i.e. how long it would take another solid performing member of the team in a similar job to handle these responsibilities.   

You must establish improved performance/behavior or a trend towards improved performance/behavior by completing or demonstrating the following:

· XX

· XX

· XX

Supervisor/Company Support

State the support that you have been and/or are willing to provide to facilitate improvement i.e. if the issues based on a skill deficiency, perhaps training is called for; you might want to increase the frequency of your 1:1’s or assign a mentor to the employee.  This is wholly dependent upon the nature of the performance/behavior issues.  In most cases, paring the employee’s responsibilities down, due to your loss of confidence in him/her, is not the answer.

To facilitate the above, we will continue to meet for a 1:1 each week on XX at XX; I will continue to be available for questions at other times, but expect you to own the responsibility of improving your performance/behavior.

Consequences 

It is our hope, that by discussing the above issues and expectations with you, you will be able to improve your performance/behavior to meet ABC’s expectations.  However, failure to demonstrate immediate and sustained improvement by meeting the above outlined expectations or if other issues occur will result in further disciplinary action, up to and including immediate termination of employment.

This Performance/Behavior Improvement Plan does not change your at-will employment status.  Your employment may be terminated with or without cause and with or without notice at any time by you or ABC.

If there are any questions regarding the above, you are encouraged to bring them to my attention.  A copy of this document has been placed in your personnel file.
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