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Private and Confidential


	EMPLOYEE NAME:
	




THE REASON FOR THE PERFORMANCE PLAN AS EXPLAINED TO THE EMPLOYEE: 

· [insert reference to type of warning i.e. final written warning (reference concerns outlined in the warning letter)]

 AGREED ACTION PLAN 

Agreed action plan items and dates to be achieved and/or reviewed

	Require Actions
	Measure
	Date

	
	
	

	
	
	

	
	
	



AGREED ACTIONS:

Your work [performance/conduct] will be monitored and assessed to ensure that you perform to the required standard. If you consider there is something that [Company Name] (the Company) should reasonably do to assist you to meet the required standard, please let your manager know. You should appreciate, however, that if your unsatisfactory [performance/misconduct] continues you will be subject to further disciplinary action which may include the termination of your employment.
I confirm that this note accurately summarises the details of our discussions on [insert date]. Note: Original will be kept on file and you will be provided with a copy. 

SIGNED: 
	Employee:
	

	
	

	Date:
	

	
	

	Manager:
	

	
	

	Date:
	

	
	

	Management Reviews

	Dates:
	Signature and Comments

	
	
	

	
	
	

	
	
	



cc. Payroll on initial distribution and at completion of management review.
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