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**Confidential**

JEM Wellness Brands
Performance Improvement Plan

Date: Click or tap to enter a date.
Employee Name: Click or tap here to enter text.
Job Title: Click or tap here to enter text.
Location/Brand: Click or tap here to enter text.
Manager/Supervisor: Click or tap here to enter text.
Review Period:     ☐ 30-days     ☐ 60-days     ☐ 90-days      ☐ Other Click or tap here to enter text.


Dear Click or tap here to enter text.,


This document outlines a Performance Improvement Plan (PIP) to address specific areas of your performance that require improvement. Our goal is to support you in meeting the expectations of your role and achieving success. The plan includes clearly defined performance objectives, timelines, and the support we will provide to help you succeed. We are committed to collaborating with you throughout this process.


The following are specific performance concerns and areas that you are not meeting expectations:
Click or tap here to enter text.

These are our expected performance and behavior standards:
Click or tap here to enter text.

Here are the steps you must take to improve your performance including specific, measurable actions:
Click or tap here to enter text.

We are committed to supporting your success through the following training/coaching/tools and resources:
Click or tap here to enter text.

Your progress will be evaluated as follows.

Check-In Meeting(s) – fill in any applicable dates:
· Click or tap to enter a date.
Click or tap to enter a date.
Click or tap to enter a date.
Click or tap to enter a date.
Click or tap to enter a date.

Final Review Date: Click or tap to enter a date.

During the measurement period, additional notes, feedback, and communication will be documented to record your progress. Additionally, we will meet on the above date(s) to discuss the progress and improvements you have made on this Performance Improvement Plan. We will meet one final time on the final review date to review your performance and discuss the way ahead. 

Failure to meet the outlined goals by the end of the  30 day period may result in reassignment or further disciplinary action, up to and including termination.

Sincerely,

Click or tap here to enter text.

Acknowledgment
By signing this document, I acknowledge and understand the content of this Performance Improvement Plan and understand this document will be filed in my permanent employment file.

Employee Signature: ________________________________________      Date: Click or tap to enter a date.

Manager Signature: ______________________________________      Date: Click or tap to enter a date.


Instructions:
1. Fill out the Performance Improvement Plan and submit it to your Manager/Supervisor and Human Resources via Zendesk for approval.
2. Document check in meetings, updates, and progress throughout the Performance Improvement Plan 
3. Once complete, upload completed form to the employee’s Documents located on their Profile in the Paychex CSW Website.
4. Update Human Resources and your Manager/Supervisor via the original Zendesk ticket with the outcome of the Performance Improvement Plan using the Performance Improvement Plan Final Assessment Form and align on next steps. 
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