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Performance Improvement Plan
A structured plan to close specific performance gaps within 90 days
	Employee
	Kevin Marsh
	Job title
	Customer Success Specialist

	Department
	Customer Success
	Manager
	Alicia Gomez, Team Lead

	HR partner
	Daniel Kwon
	Plan length
	90 days

	Start date
	November 9, 2026
	End date
	February 5, 2027


Finished example for a fictional employer. A PIP should describe observable behavior and results with dates, never personality. Check with HR or employment counsel before you deliver one; requirements differ by state, country and union agreement.
Purpose of this plan
This plan sets out where Kevin’s performance is below the standard for his role, what success looks like, and the support the company will provide. Our goal is for Kevin to succeed in the role. The plan does not change the terms of employment.
Performance concerns
The concerns below were first discussed in one-to-one meetings on August 18 and September 22, 2026, and in the mid-year review.
Table 1. Summary of performance concerns
	Expectation
	What happened (with examples)
	Impact

	Respond to customer tickets within 1 business day
	Average first response time was 2.6 days in Q3. 41 of 180 tickets waited more than 3 days (ticket report, Sept 30).
	Two enterprise customers escalated to their account executive.

	Keep ticket notes complete
	18 of 40 sampled tickets had no resolution note, so colleagues could not follow up.
	Repeat contacts; extra work for the team.

	Complete quarterly account reviews
	3 of 9 assigned reviews were held by the end of Q3.
	Renewal risk was not identified early for two accounts.


Goals and success measures
Each goal has a measure and a target for days 30, 60 and 90. Targets rise in steps so progress is visible early.
Table 2. 30/60/90-day goals
	Goal
	How it is measured
	Day 30
	Day 60
	Day 90

	Faster first response
	Average first response time (helpdesk report)
	≤ 1.8 days
	≤ 1.3 days
	≤ 1 day

	Complete ticket notes
	Share of sampled tickets with resolution note (10 per week)
	80%
	90%
	95%

	Account reviews on schedule
	Reviews held vs. assigned this quarter
	3 of 3 due
	6 of 6 due
	All due

	No avoidable escalations
	Escalations caused by response delay
	0
	0
	0


Support and resources
1. Weekly 30-minute coaching session with Alicia Gomez (Tuesdays).
1. Shadowing two senior specialists for one half-day each in the first two weeks.
1. Helpdesk queue views and saved filters set up with the support operations team by November 13.
1. Time management course (internal LMS, 3 hours) completed by day 30.
Check-in schedule
Progress is reviewed formally at each check-in. Notes from each meeting are added below and shared with Kevin within two business days.
Table 3. Formal check-ins
	Check-in
	Date
	Rating
	Notes

	Day 30
	December 9, 2026
	On track
	Summary of progress against each goal

	Day 60
	January 8, 2027
	Some progress
	Summary of progress against each goal

	Day 90 (final)
	February 5, 2027
	Not yet held
	Final assessment


Possible outcomes
At the end of the plan the manager and HR will review the results with Kevin. If the goals are met, the plan closes and normal performance management resumes. If they are partly met, the plan may be extended once by up to 30 days. If they are not met, further action may be taken, up to and including termination of employment.
Note:  Kevin can raise questions or concerns about this plan with HR at any time. Doing so will not affect the plan or how he is treated.
Employee comments
Optional. The employee may add comments here or attach a separate statement.
Acknowledgment
Signing confirms that this plan was received and discussed. It does not mean the employee agrees with its contents.
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Kevin Marsh
Date: Click or tap to enter a date.
	
	 
Manager
Alicia Gomez
Date: Click or tap to enter a date.

	 
HR partner
Daniel Kwon
Date: Click or tap to enter a date.
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