EDITABLE TEMPLATE
Performance Improvement Follow Up Form
[Employer or department]
Review details
	EMPLOYEE
[Employee]
	REVIEWER
[Reviewer]

	ROLE
[Role]
	REVIEW PERIOD
[Review period]


Performance concern
[Describe the gap between the expected standard and the observed work.]
Improvement plan
	Expected result
	Support or training
	Review date

	
	
	

	
	
	

	
	
	

	
	
	


Progress reviews
	Date
	Evidence and progress
	Next action

	
	
	

	
	
	

	
	
	


Review outcome
	AGREED NEXT STEPS
[Agreed next steps]
	NEXT REVIEW DATE
[Next review date]


Acknowledgment
	EMPLOYEE SIGNATURE
[Employee signature]
	REVIEWER SIGNATURE
[Reviewer signature]
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