
Public Service Commission 

Managers must take prompt and appropriate action to address unacceptable work performance or personal 
conduct of employees reporting to them under section 26, Public Service Act 2008 (PSA).  The recommended 
timeframe of the PIP from initial meeting (week 1) to final review is generally 12 weeks. 

Five-step Performance 
Improvement Plan (PIP) 5-step PIP 

1. Early Intervention
• Conduct informal conversations, document discussions of performance expectations not being

met and, where appropriate, review performance development plan
• Implement a formal PIP if ‘early intervention’ does not result in improvement

2. PIP preparation
• Identify specific areas for improvement
• Involve local human resources (HR)
• Send invite to employee including reason for meeting
• Allow reasonable time for support person to attend if employee wishes

3. Initial meeting (Week 1)
• Meet with employee and clearly define the issue, including impact on service and others
• Aim to agree on:

- what to improve (actual vs expected  performance)
- how they might improve and what could help (strategies/support)—exploring any barriers

preventing improvement
• Advise the period until final review including dates of review meetings and the consequence if

no improvement

4. Review meetings (Weeks 2-10)
• Hold regular meetings (e.g. fortnightly) over a 4 to 10 week period as appropriate
• Follow through with any commitment for training/support offered
• Provide ongoing feedback at meetings, i.e. be clear if expectations are being met or not
• Provide written summary after each meeting to the employee and invite comment
• Continue to involve local HR
• Don’t stop the process even if issues have been resolved
• Continue monitoring and providing feedback in between review meetings 

5. Final review (weeks 11-12)
• Complete the final review and documentation even if there is no longer an issue.
• Confirm if issues have been resolved and the next steps
• Note any comments from the employee and provide them a written summary of the outcome
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What next? 
If you are not sure what to do 
please call the Conduct and 
Performance Excellence and HR 
Assist team on (07) 3003 2777 
and we will guide you in terms of 
advice. 
 

Outcomes 
Issue resolved 
• Continue to manage performance as part of normal review process 
• Acknowledge achievement and focus on how improvement was achieved and how it can be 

maintained 

 Issue not resolved—extend or repeat PIP 
• Either because the employee has demonstrated good progress or there has been a lack of 

opportunity to assess, the PIP is repeated/ extended 
• Be clear about the length of extension and new final review date 

 Issue not resolved—recommend commencement of disciplinary process 
• Provide PIP documentation to decision maker 
• Decision maker considers grounds for discipline in accordance with section 187, PSA 
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