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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
EMPLOYEE DETAILS

	Name
	
	Staff Number
	

	Position
	
	Department
	

	Meeting Date
	


PROGRESS

	Describe progress made against Performance Improvement Plan.

	


UPDATE

	Detail any changes needed to Performance Improvement Plan.

	


COMMENTS

	Employee to comment on review discussion.

	

	Line manager to comment on review discussion.

	


REVIEW

	Planned date for further Performance Improvement Plan review session
	


AUTHORITY

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Employee
	
	
	
	

	Line Manager / HOD
	
	
	
	


COMPLETING A PERFORMANCE IMPROVEMENT PLAN (PIP) REVIEW

 HR171

When do I complete this form?

This form is completed by line management when reviewing progress made against a Performance Improvement Plan drawn up previously.   

Where do I send this form?

The original of the form should be handed to    

· the employee

and further copies should be sent to 

· the line manager

· the Employee Relations Office in the Bremner Building and 

· the employee’s personal file in the Bremner Registry.

When do I submit this form?

The Performance Improvement Plan indicates when the review session is to be held.
What other forms do I need to complete?

No other forms.
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