Performance Management Plan – {Insert Club Name}

Employee name:
Job Title:

Manager:
Manager Position:
Review Period:
Final Review Date:

Performance Management
As discussed in our meeting of {Insert Date} your performance will be monitored by your manager in accordance with this plan and any further direction and training will be provided as necessary.
Failure to improve your performance in line with this plan may result in an extension of the performance management process, additional training or the termination of your employment.
[bookmark: _GoBack]It is an expectation that you will achieve an average score of 3.5 [NOTE: Clubs can alter the suggested score of 3.5 but must not make it too high / unattainable e.g. an average of 5] or higher based on the scoring system which is provided below and should you not do so then this will be considered as a failure to improve your performance.
This review is strictly confidential and is to remain between yourself and the Club.

Performance Scoring
The following scores will be used to assess the employee’s performance:
1 – Poor
2 – Needs Improvement
3 – Satisfactory
4 – Good
5 – Excellent


	Key Performance Indicator (KPI): {Insert KPI}

	Required Standard
	Describe what they need to do in order to improve on this KPI – it should be as specific as possible and set out any required quantity, quality etc.

e.g. 

· complete all paperwork in a timely and neatly manner
· ensure course greens are kept clear of any debris

	Improvements Needed
	Describe how they will improve e.g.

· You will prioritise checking and balancing the tills at the end of the night 


	Support
	[Outline any support that may be provided to the employee in order to improve]

e.g.

Your manager will meet with you at the beginning of each month in order to provide feedback on your progress




	Key Performance Indicator (KPI): {Insert KPI}

	Required Standard
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	Required Standard
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[Add more as needed]



Performance Management Plan Final Assessment: {Insert Date}
	
	Employee Self Rating
	Manager’s Rating

	Key Performance Indicator
	Excellent
	Good
	Adequate
	Requires
Improvement
	Poor
	Excellent
	Good
	Adequate
	Requires
Improvement
	Poor
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Employee Comments:
	
















Signed:  __________________________________	Date: __________________
(Employee)

Manager Comments:
	
















Signed:  __________________________________	Date: __________________
(Manager)



