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PERFORMANCE IMPROVEMENT PLAN (PIP)



A Performance Improvement Plan (PIP) is a tool that aims to facilitate the required improvement in the performance of a staff member. It serves to record: 
1. Identified shortcomings and improvements to be achieved
2. Actions to be taken to fully meet the requirements of the job and performance objectives
3. Timelines
4. Support to be provided
5. Outcomes of periodic check-ins
6. Final review of the PIP implementation.

The supervisor should notify the supervisee in writing of the performance shortcomings, discuss expected improvements and timelines, work with the supervisee on the creation of a Performance Improvement Plan (PIP), and inform the supervisee of the consequences of non-compliance. Prior to notifying the supervisee of the need to create a PIP, approval from the supervisor of the supervisor or the Head of Office must be obtained. If the person reports to the Head of Office, then the Head of Office would provide the final endorsement. 




PIP Template 


	Staff member’s name: 

	


	Staff member’s entry on duty in the current position: 
	

	Supervisor’s name: 

	

	Date of supervisor’s notification of the need to create a PIP[footnoteRef:1]: [1:  The creation of a PIP should be initiated by the supervisors and finalized within ten working days from the supervisor’s notification of the need to create a PIP.] 


	

	[bookmark: _Hlk200364460]PIP #:
	☐  First PIP                                      
	☐  Second PIP

	Reasons for PIP[footnoteRef:2]: [2:  If the PIP is initiated mid-cycle or as a result of a ‘Partially meets performance expectations' rating, the supervisee can have a maximum of two consecutive PIP(s). If the PIP is initiated as a result of a 'Does not meet performance expectations' rating, the supervisee can have a maximum of one PIP with a duration of between 3 and 6 months.
] 


	☐ Supervisor considers that the supervisee’s continued performance may result in a ‘Partially meets performance expectations’ or ‘Does not meet performance expectations’ overall rating

☐ Mid-Term Review (MTR) is captured as ‘Significant acceleration/improvement needed’
 
☐  Annual Performance Review (APR) is assessed as ‘Partially meets performance expectations’

☐  Annual Performance Review (APR) is assessed as ‘Does not meet performance expectations’


	PIP Duration[footnoteRef:3]: [3:  PIPs are generally of 3 months each and can be up to 6 months (time remaining in the contract is to be taken into account in determining the duration of the PIP).  Ideally, PIPs should be the same length, but it is most important that the PIPs are of sufficient length to show that the PIPs were genuine opportunities to improve. A too-short second PIP might be seen as insufficient as a second opportunity to improve and therefore not in compliance with the PMD policy.
 ] 


	From: 
	To:









1. Plan

	[bookmark: _Hlk199431416]List the competencies/performance areas to be improved based on the requirements of the position. Based on these, describe the specific improvements required, and the actions to be taken to fully meet the job requirements. It is important that the improvements required and the actions are clear, measurable, and concrete.


	#
	Performance Areas
and/or
Competencies
to be improved
	Specific Improvements Required
	Action(s) to be Taken
	Timeline

	1
	




	



	
	

	2
	




	



	
	

	3
	



	


	
	


Add additional rows as needed.
2. Plan Implementation 
	Describe the support to be provided to the staff member to achieve the PIP objectives.

	




	Schedule regular check-ins (recommended weekly or every two weeks) with a written record of each meeting. This written record should be shared with the supervisee. Schedule the final evaluation no earlier than during the last week of the PIP period or immediately after it is completed.


	















3. Agreement

	Signatures

If the supervisor and the supervisee are unable to agree on the terms of the PIP, or the supervisee refuses to participate in the PIP discussions, a decision on the terms of the PIP will be made by the supervisor of the supervisor or Head of Office. 
The staff member’s failure to sign any part of the PIP, after being given an opportunity to do so, does not prevent the PIP from being implemented. 
If the supervisor of the staff member changes, this does not invalidate the process.


	Staff member:

	Date:

	Supervisor:

☐ The supervisor confirms that they clearly communicated to the staff member: “If improvement in performance is not achieved in line with the established expectations and within the established timeline set in the one or two consecutive PIP(s), or if the supervisee refuses to comply with the PIP, their appointment may be terminated or not renewed, in accordance with the applicable UN Staff Regulations and Rules and UNDP policies.”
	Date:


	
	

	Approval

	Supervisor of the Supervisor or Head of Office: 
	Date:


	Notification

	HR Focal Point:

	Date:  



4. Outcomes of Periodic Check-ins

	To be completed by the supervisor even if the S/M is not compliant with the process. This fulfills the supervisor’s obligations under the PMD policy.


	
Date:


	

	Date:


	


Add additional rows as needed.




5. PIP Implementation Final Review (to be completed by the supervisor)

	☐  Improvement in performance is achieved in line with the established expectations and within the established timeline set in the PIP


	☐  Improvement in performance is not achieved in line with the established expectations and within the established timeline set in the PIP

☐  Second PIP will be required (if applicable) 


	
Provide a summary of the PIP's final outcome.

	





	
Supervisee Comments (Optional)


	







	Signatures

The staff member’s failure to sign the outcome of the PIP, after being given an opportunity to do so, does not prevent the PIP from being finalized. 
If the supervisor who initiated the PIP is no longer supervising the staff member, it is appropriate for the supervisor’s supervisor to sign this outcome.


	Staff member:
	Date:


	Supervisor: (Recommended to discuss the final review with your own supervisor. Please share a signed copy with your HR Focal Point.)

	Date:




2
Last updated: June 2025                                                                                                                                              
Last updated: June 2026                                                                                                                                         1     
image1.png




