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SAMPLE PERFORMANCE IMPROVEMENT PERIOD NOTICE
[All letters must be reviewed by an Employee Relation Specialist prior to issuance]
FWS/xxx
Ms. Ashley Sinclair
Administrative Technician

U.S. Fish and Wildlife Service

Division of Human Resources
4401 N Fairfax Drive, HR 2000
Arlington, VA  22203
Dear Ms. Sinclair:

Your performance for the period of March 1, 200x, through June 30, 200x, has been rated as unacceptable.  I had counseled you on April 15, 200x; May 8, 200x, and June 10, 200x, concerning the deficiencies in your performance identified below.

You have received an unacceptable rating in the following critical elements:

(Identify each critical element the employee received an unacceptable rating along with specific examples of why the critical element was unacceptable)
Critical Element 1, which states: Performs financial management functions such as ensuring that payment of Station expenditures are initiated within established time frames, track station budget to ensure expenditures do not exceed available funds, prepare purchase orders, assist in the resolution of financial/record keeping problems, etc.

(If applicable, identify any law, regulation, or written procedure that would have put the employee on notice of any time frames or processes they were to follow)
Also, in accordance with the Prompt Payment Act, statements are to be paid within 30 days of its receipt or within 30 days of the receipt of the goods/services, whichever is later.

The minimally successful level of performance for this element is: “The employee’s performance shows serious deficiencies that require correction.  The employee’s work frequently needs revision or adjustments to meet a minimally successful level.  All assignments are completed, but often require assistance from supervisor and/or peers.  Organizational goals and objectives are met only as a result of close supervision.  On one or more occasions, important work requires unusually close supervision to meet organizational goals or needs so much revision that deadlines were missed or imperiled.  Employee shows a lack of awareness of policy implications or assignments; inappropriate or incomplete use of programs or services; circumvention of established procedures, resulting in unnecessary expenditure of time or money; reluctance to accept responsibility; disorganization in carrying out assignments; incomplete understanding of one or more important areas of the field of work; unreliable methods for completing assignments; lack of clarity in writing and speaking; and/or failure to promote team spirit.”

Currently, your performance on this critical element is at an unacceptable level.  The following are examples of your deficient performance in this element:

(As a general rule, there should be at least 2 examples of deficiencies for an employee to receive a unacceptable rating) 
1.
The office’s electric bill for March 200x, was received on April 3, 200x.  Accordingly, payment of that bill was due on May 3, 200x.  However, you did not initiate the payment of that bill until May 17, 200x.

This deficiency is an example of your work not meeting the minimum requirements expected.   This deficiency is also an example of your inattention to administrative requirements and poor work habits resulting in missed deadlines.  

2.
The office’s telephone bill for March 200x was received on April 9, 200x.  Accordingly, payment of that bill was due on May 9, 200x.  However, you did not initiate payment of that bill until May 15, 200x.

This deficiency is an example of your work not meeting the minimum requirements expected.   This deficiency is also an example of your inattention to administrative requirements and poor work habits resulting in missed deadlines.  

3.
The office’s electric bill for April 200x was received on May 4, 200x.  Accordingly, payment of that bill was due on June 4, 200x.  However, you did not initiate payment of that bill until June 18, 200x.
This deficiency is an example of your work not meeting the minimum requirements expected.   This deficiency is also an example of your inattention to administrative requirements and poor work habits resulting in missed deadlines. 


4. The office’s telephone bill for April 200x was received on May 11, 200x.  Accordingly, payment of that bill should have been imitated by June 10, 200x.  However, you did not initiate payment of that bill until June 30, 200x.

This deficiency is an example of your work not meeting the minimum requirements expected.   This deficiency is also an example of your inattention to administrative requirements and poor work habits resulting in missed deadlines.  

Critical Element 3, which states: Documents are prepared (i.e., typed and/or proofed) in a timely and accurate manner.

The minimally successful level of performance for this element is: “The employee’s performance shows serious deficiencies that require correction.  The employee’s work frequently needs revision or adjustments to meet a minimally successful level.  All assignments are completed, but often require assistance from supervisor and/or peers.  Organizational goals and objectives are met only as a result of close supervision.  On one or more occasions, important work requires unusually close supervision to meet organizational goals or needs so much revision that deadlines were missed or imperiled.  Employee shows a lack of awareness of policy implications or assignments; inappropriate or incomplete use of programs or services; circumvention of established procedures, resulting in unnecessary expenditure of time or money; reluctance to accept responsibility; disorganization in carrying out assignments; incomplete understanding of one or more important areas of the field of work; unreliable methods for completing assignments; lack of clarity in writing and speaking; and/or failure to promote team spirit.”

Currently, your performance on this critical element is at an unacceptable level.  The following are examples of your deficient performance in this element:


1.
On April 23, 200x, you were assigned to proof and prepare the quarterly accomplishments report in final by no later then April 30, 200x, since it was due on May 3, 200x.  However, you did not provide me with that report until May 7, 200x.  Furthermore, when I reviewed that report, I discovered numerous spelling and grammatical errors and therefore, it had to be returned to you for correction.  As a result of your delay in preparing that report and the need for it to be returned to correct the errors, the report was not accurately completed in final until May 15, 200x.

This deficiency is an example of your work not meeting the minimum requirements expected.   This deficiency is also an example of your inattention to administrative requirements and poor work habits resulting in missed deadlines.  

2.
On May 8, 200x, you were assigned to proof the draft and prepare in final the response to an inquiry from Senator Howard Johnson which was due on May 17, 200x.  However, when you submitted that letter to me to review the afternoon of May 8, 200x, it contained numerous errors and thus had to be returned to you for correction. The letter was not completed without errors until May 13, 200x.

This deficiency is an example of your work not meeting the minimum requirements expected.   This deficiency is also an example of your inattention to administrative requirements and poor work habits resulting in missed deadlines.  

In order for your performance to improve to an acceptable level of competence, you must:

(Identify specifically what the employee needs to do to improve their performance to the minimally successful level.  Unless failure to meet expectations is life threatening, it can not be written in a manner to require perfection by using such terms as all or every.  In other words, there must be some margin for error)
1.
Except in rare circumstances that prevent compliance, ensure that the payment of office expenses is initiated in advance of the due date which is 30 days of receipt of the statement or goods/services, whichever is earlier.

2.
Except in rare circumstances that prevent compliance, ensure that assignments are completed within the established time frames.  If additional time is needed, contact the person who gave you the assignment, before the due date, concerning a possible extension.  

3.
Except in rare circumstances that prevent compliance, ensure that the product of your work is prepared accurately by carefully reviewing it and making any necessary corrections before it is returned to the originator.

If you believe that personal, medical, or other problems are reasons for your failure to perform your duties at an acceptable level, you may contact the Employee Assistance Program at 1-800-222-0364 or me for assistance.  

You will have ninety (90) calendar days (the length of time to demonstrate improvement may be longer or shorter, depending on the circumstances) from the date you acknowledge receipt of this letter to improve your performance in the above areas.  If your performance does not improve to an acceptable level of competency (at least minimally successful, level 2) on both critical elements during this improvement period or if your performance is determined to be unacceptable again within one year of the date of this letter, an administrative action may be initiated against you up to and including removal.

The following steps will be taken on my part to assist you:

(Identify what the supervisor will do to assist the employee to improve their performance such as regular progress reviews, formal or on-the-job training, etc.)

 1.
You will be provided with a one day seminar through Springfield Community College on time management.

 2.
You will be provided with training through Administrative Training Corporation on document proofing and preparation

 3.
On a bi-weekly basis, we will review your performance plan and discuss your progress on the above critical elements.

 4.
I will provide timely response to any questions, problems, or other issues you raise with me.

During your performance improvement period I will be monitoring your performance closely and, at the end of the period, I will evaluate your work and make a determination whether your performance during the period has reached the level required for retention in your position.
If you have any questions about this memorandum or require additional guidance on implementing the provisions of it, please let me know as soon as questions arise.  Keep in mind that it is important to refer to this document throughout the performance improvement period. 
Please acknowledge receipt of this letter by signing the enclosed acknowledgment copy.

                                  




Sincerely,








Greg House







Supervisory Wildlife Biologist

TYPE ON THE ACKNOWLEDGMENT COPY ONLY
Receipt of Performance Improvement Period Notice dated                                       is hereby acknowledged.  It was delivered on                      at                 m.





             (Date)             (Time)

Signature: _____________________________________________                                                          
Signature: _____________________________________________



(Witness/Bearer)
