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First performance improvement notice – six week performance improvement plan
SMART objectives 
	Job description
	

	Name
	
	Date
	


	Area of concern
	Agreed objectives to achieve
	How will this be achieved (e.g. course)? 
	How will improvement be measured?
	Date to achieved by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I hereby understand to confirm agreement and understanding of the objectives outlined above. 

	Staff member signature
	
	Date
	

	Manager signature
	
	Date
	


Performance improvement plan – weekly improvement record
	Name
	
	Date
	


	Objective set
	Progress to date/ongoing performance concerns

	
	


