Team Member Performance Improvement Plan (TPIP)

How to complete a TPIP form

Quick Reference Guide
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STEPS:
1. Complete the Team Member Performance Improvement Plan form
· Description of the problem

· Specific goals to be achieved & measurement of those goals

· Actions to be taken by the team member (Action plan)

· Follow-up plan & timeframes

· Consequences of unsuccessful completion
· Seek review and approval of TPIP form from HR Employee Relations
2. Meet with the team member
· A face-to-face meeting is to be held by the manager with the team member to discuss the action plan.

· Team Member should be involved in developing specific corrective action plan steps indicating how he/she will improve (in behavioral terms) relating to the issues addressed on the TPIP. 

· Team Member signs the TPIP form.
3. Follow-up

· Generally a TPIP is reviewed every 30-days to monitor improvement. Each month a discussion with the team member should occur to review improvement progress and action plan steps that have been successfully accomplished or still need improved. Document the progress or lack of progress.

· In accordance with MC HR Policy No. 701 – Employee Standards of Performance and Conduct, if little or no improvement has occurred at the 30-day assessment, the team member should receive a Step 2 - Formal Counseling. If little or no improvement has occurred at the 60-day assessment, the team member should be progressively counseled and receive a Step 3 - Performance Warning.  If, at the 90-day assessment, the team member has not successfully met the expectations of the TPIP, the team member should be terminated via a Step 4 - Termination. (As with all formal progressive counseling, the supervisor must consult with HR Employee Relations.) 

· A meeting should be scheduled earlier if little or no improvement has occurred.

4. Documentation Process

· After the TPIP has been presented to the team member, send a copy to HR Employee Relations, and place the original in the team member’s departmental file for record and to add progress notes during the 90-day assessment period.

· A copy should be given to the team member.

5. Finalization of Plan

· Meet with the team member to determine whether he/she has been successful or unsuccessful in fulfilling the requirements of the plan. Discuss improvement, the expectation that sustained good performance must be consistent and continue indefinitely, and any ramifications of unacceptable performance.

· If successful, set up goals and talk about quarterly meetings for that year.

· If unsuccessful, you must determine the best solution. Your options include demotion or termination. Before you reach a decision on what to do, consult your HR Employee Relations office on what your options and responsibilities are. Documents should be prepared and appropriate approvals received to proceed with the demotion or termination process.

Sample Copy of TPIP Form
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  FORMCHECKBOX 
 Annual Performance Appraisal “Does not Fully Meet Expectations”
  FORMCHECKBOX 
 Corrective Action: Step 3 – Performance Warning 

	TEAM MEMBER NAME
	 ID #
	JOB TITLE

	     
	     
	     

	SUPERVISOR NAME 
	 ID #
	DEPARTMENT

	     
	     
	     

	AREAS IDENTIFIED FOR IMPROVEMENT

	     


	GOALS

	     

	ACTION STEPS
	TIME FRAME
	PROGRESS/COMMENTS

	     
	     
	     

	     
	     
	     

	     
	     
	     



	TEAM MEMBER SIGNATURE
	DATE  MM/DD/YYYY

	
	

	SUPERVISOR SIGNATURE
	DATE

	
	

	30-DAY ASSESSMENT DATE:     /       /
	60-DAY ASSESSMENT DATE:     /     /
	90-DAY ASSESSMENT DATE:     /    /

	TEAM MEMBER INITIALS:                    
	TEAM MEMBER INITIALS:                      
	TEAM MEMBER INITIALS:                            

	SUPERVISOR INITIALS:
	SUPERVISOR INITIALS:
	SUPERVISOR INITIALS:


ORIGINAL: Departmental file; COPY 1: Human Resources (mail to: Box 800567 or fax to: 243-9538); COPY 2: Team Member 

Revised 8/3/16

        Reason for TPIP Initiation
Mark the appropriate button indicating why the TPIP has been initiated (i.e. The team member received an overall rating of “Does not Fully Meet Expectations” on his/her performance appraisal, or the team member received a Step 3 - Performance Warning as part of progressive performance improvement counseling).

        Areas Identified for Improvement
These are statements that clearly define the problems that exist with the team member’s performance and/or behavior. Each deficiency should be identified in a separate statement and should be directly related. For example: "Team member fails to complete assignments in a timely manner."  Such statements should be supported by appropriate documentation. 


        Goals 
A Team Member Performance Improvement Plan is developed with detailed goals for correcting the behavior/performance problems specified in the “Areas Identified for Improvement” section. The TPIP may have steps built in that will allow the team member to build new habits and will provide supervisors with guideposts against which to measure the team member’s progress. At the end of the time period established for reaching a specific goal, the team member should be able to reach a standard that "Fully Meets Expectations." Successful application of this process requires two-way communication, with full cooperation of both the supervisor and the team member. 

The goals should be addressed as performance standards that state what behaviors or results are expected for performance to be considered satisfactory. Standards are the criteria against which performance is judged. The goals as described on the TPIP should be SMART- Specific, Measurable, Achievable, Relevant, Time Bound.  

        Action Steps 

In this section of the plan, the supervisor and team member agree on how the goals will be accomplished. How the stated goals will be met is likely the most critical aspect in achieving a successful outcome. 

If the team member requires additional training, both the training and timeline for training completion should be specified. Following training, another timetable should be established to allow the team member time to apply the skills he/she learned. Other items that should be considered in the “Action Steps” section of the plan, including the identification of any special support to be given to the team member by the manager, and any special efforts/activities/assistance necessary for the team member to reach his/her goals. If appropriate, state the Faculty and Employee Assistance Program (FEAP) is available for the team member’s use.

        Timeframe: Periodic Review at 30, 60, 90-days  

Insert the appropriate review period (30, 60, 90-days) and the date when these meetings will take place. During the follow-up meetings, the manager should already have completed a review assessment, which is documented on the TPIP in the “Progress and Comments” section. This review is shared with the team member. 

        Progress and Comments at 30, 60, 90-day reviews  
An aspect of a successful Team Member Performance Improvement Plan is that both the supervisor and the team member must participate in monitoring goals. Initially, meetings to discuss progress must be regularly scheduled (30, 60 and 90-days) and care must be taken to stick to the established schedule. Any meetings that must be postponed should be rescheduled immediately and both parties should be made aware of the rescheduling as soon as possible. This demonstrates to the team member the amount of value that is being placed on the TPIP by the supervisor. Results of each meeting should be made available in writing and should include a recap of what was discussed at the meeting, especially any modifications made to the TPIP.

        Signatures and 30, 60, 90-days Assessment Dates/Initials   
When the form is issued, both the team member and the manager will sign it. If the team member refuses to sign the form, the supervisor should write, “Team Member refused to sign, but received a copy of the plan on MM/DD/YYYY.” When you hold the 30, 60, 90-day assessment meetings with the team member, make sure to insert the date of the assessment meeting; additionally, both the Supervisor and the Team Member should initial that the assessment meeting was held. Any updates/changes to the form, should be documented and copies should be provided to the team member and HR Employee Relations. The supervisor retains the original in the team member’s departmental file. 
  









(These are just examples and are not meant to be all inclusive)
· Team member does not demonstrate competency in his/her job, which includes:
· Having appropriate knowledge to perform all duties

· Providing appropriate/adequate detail to work

· Demonstrating accuracy in completing all tasks

· Understanding the process flow of work in the department

· Following proper procedures through all steps

· Operating equipment according to manual or instructions

· Handling or disposing of hazardous materials according to approved policies, procedures, or practices

· Using proper body mechanics whether working with patients, materials or equipment

· Adjusting the usage of equipment according to the age-related needs of patients, family members, or other persons

· Understanding job-related aspects of patient safety

· Using appropriate and/or required personal protective equipment

· Following Infection Control procedures
· Team member does not do a good job with priority setting, which includes: 

·    Ability to differentiate the relative importance or acuity of a problem (i.e., urgent vs. acute vs. non-acute)
·    Organizing work by determining the priority of tasks (or equipment or supplies) needed to complete work efficiently and effectively
·    Developing a plan to reach a positive result for a given problem (such as a plan of care for a patient)
· Team member does not exhibit acceptable/appropriate communication, which includes:

·    Complying with all documentation requirements related to patient care, technical procedures, equipment maintenance, etc.
·    Completing documentation accurately, thoroughly, and on-time

·    Collecting data and entering data accurately, completely, and on-time

·    Adjusting communication style and language according to the needs of patients, family members, or other persons

·    Using appropriate language in all written and oral communication

·    Maintaining privacy and security of information (e.g., patient records, financial data, plans, market data)

·    Interacting well with peers, direct reports, customers, etc.
· Team member does not provide acceptable customer service, which includes:

·    Keeping patients, family members, co-workers, and visitors informed with appropriate information

·    Understanding and meeting the expectations of key customers (patients, family members, physicians, co-workers, etc.)

·    Able to differentiate between behaviors that will be acceptable to customers including cultural expectations or norms
·    Acknowledging customers in a timely, courteous manner (i.e. team member is perceived as rude, rarely smiles or greets customers, uses inappropriate language or body language, etc.)

· Team member does not use equipment and supplies appropriately

· Team member does not follow UVAMC and/or departmental policies and procedures 
· Team member makes excessive errors in process 
· Team member does not follow supervisor instructions 
· Team member does not treat others with a courteous and positive attitude (provide examples and describe the desired behaviors)
· Team member does not demonstrate the UVAMC ASPIRE values (provide examples and describe the desired behaviors)

· Team member displays poor and/or inconsistent attendance patterns:  
· Does not abide by the UVAMC Attendance Policy and/or Departmental Attendance Addendum.  (Please Note:  Violations of Attendance Policy should be dealt with through progressive counseling per policy, but perhaps the team member’s attendance is part of the reason they received a ‘Does Not Fully Meet Expectations’ and would be referenced on the TPIP)



	#
	ITEM
	YES
	NO

	1
	In the TPIP did you tell the team member that his or her work was unacceptable in one or more critical elements annotated on the performance appraisal?


	
	

	2
	Did you state specifically and clearly what were the areas of improvement?


	
	

	3
	Did the TPIP tell the team member specifically what he or she had to do to improve performance in order to keep his or her job?


	
	

	4
	Did you explain what efforts would be made to assist the team member (including training/FEAP, if appropriate)?


	
	

	5
	Was the notice clear that the EPIP acted as a Step 1 – Informal Counseling and continuing to fail to meet performance standards may result in progressive performance counseling steps, up to and including, demotion or termination?


	
	

	6
	Did you provide the promised assistance (training/FEAP, etc.) to the team member?


	
	

	7
	Did you consider any requests for accommodation?


	
	

	8
	Did you document the team member’s performance throughout the 90-day TPIP?


	
	

	9
	Did you take into account any approved annual, sick, or other leave during the 90-day assessment period?


	
	

	10
	Did you make sure to track the team member’s progress on the TPIP and review this progress with the team member? Did you track dates of all assessment meetings (30, 60, 90-days)?


	
	

	11
	Did you submit a copy of the TPIP to HR?


	
	

	12
	When the TPIP ended, was the team member still performing at less than “Fully Meets Expectations” level?


	
	

	13
	Did you consult with HR Employee Relations regarding any necessary formal progressive counseling steps (Steps 2/3) and/or termination/demotion (Step 4)?


	
	


TEAM MEMBER PERFORMANCE IMPROVEMENT PLAN


	


Communicating Expectations and Performance Problems


Providing an Opportunity to Improve





Use a Team Member Performance Improvement Plan (TPIP) when you have identified a performance problem and are looking for ways to improve the performance of a team member. The Team Member Performance Improvement Plan plays an integral role in correcting performance discrepancies. It is a tool to monitor and measure the deficient work products, processes, and/or behaviors of a particular team member in an effort to improve performance and/or modify behavior.  A TPIP is required for any team member who gets a ‘Does Not Fully Meet Expectations’ on their annual performance appraisal. A TPIP can also be used as part of corrective action when a team member receives a Step 3 - Performance Warning.





What MUST be in the Team Member Performance Improvement Plan?


Personnel Info:  Team Member’s Name & ID #; Job Title; Department; Supervisor’s Name & ID #


Areas Identified for Improvement: Identify the critical elements under which the team member’s performance is unsatisfactory and specific examples of the deficiencies.        


Goals:  State the improvements that are expected.


Action Steps: State what you, as the supervisor will do, and what special training (if appropriate) will be given to assist the team member to improve. 


Progress and Comments:  For each assessment period at 30, 60, and 90 days, include updates on progress and additional comments.


Consequences of Failing to Improve to a “Meets Expectations”:  Inform the team member that failing to meet performance expectations at 30-days could result in a Step 2- Formal Counseling; at 60-days could result in a Step 3- Performance Warning and Suspension; at 90-days if the employee’s performance does not improve to a minimally successful level, the employee may be terminated from his/her position.


Signatures and Date; Dates of subsequent Assessment Meetings and Initials of both the Supervisor and the Team Member








An overall rating of ‘Does Not Fully Meet Expectations’ on the annual performance appraisal requires that the immediate supervisor meet with the team member and present the Team member Performance Improvement Plan (TPIP) within 30 days after issuing the performance appraisal. The TPIP serves as a Step 1 – Informal Counseling when issued as a result of receiving a rating of ‘Does Not Fully Meet Expectations’ on the annual performance appraisal. The TPIP can also be used as part of corrective action when a team member receives a Step 3 - Performance Warning. After the TPIP has been issued, the immediate supervisor will conduct a follow up assessment of the team member’s performance every 30 days for a total of 90 days.  If the team member is meeting performance expectations, the follow up period will cease after 90 days. If the team member is not meeting expectations, appropriate progression of performance improvement counseling, up to and including termination, will occur in accordance with Medical Center Policy No. 701-Employee Standards of Performance and Conduct. The TPIP form must be reviewed and approved by Human Resources prior to being issued to the team member.





TEAM MEMBER PERFORMANCE IMPROVEMENT PLAN
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I have reviewed this Team member Performance Improvement Plan. I understand that failure to comply with this plan or demonstrate adequate progress may result in corrective action up to and including termination of employment.
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“AREAS NEEDING IMPROVEMENT” SECTION EXAMPLES





“AREAS NEEDING IMPROVEMENT” SECTION EXAMPLES (cont’d)





ADDITIONAL INFORMATION








  	


A TPIP prevents a team member from transferring to another department for up to one year after successful completion, unless there is an agreement reached between the current manager, the new hiring manager, HR Employee Relations, and the team member. 





A team member is not eligible for a pay increase(s) while on a TPIP and any increase is not retroactive for a team member who receives an overall rating of ‘Does Not Fully Meet Expectations’ even after a TPIP is concluded.





If the team member has new or continued performance issues and/or violates policy while on a TPIP, the team member may be progressively counseled in accordance with MC HR Policy No. 701 – Employee Standards of Performance and Conduct and/or any other applicable policy. 





If the team member succeeds in raising his or her performance to a minimally successful level in order to meet expectations, remind the team member of his or her continuing obligation to maintain acceptable performance.





If, after successfully completing the TPIP, the team member begins again exhibit unacceptable performance, the team member may be progressively counseled, up to and including termination, in accordance with MC HR Policy No. 701 – Employee Standards of Performance and Conduct.











CHECKLIST FOR TEAM MEMBER PERFORMANCE IMPROVEMENT PLAN








How to complete a TPIP form (revised 8/4/16)
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