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	Employee Name:


	People Soft ID #:
	Working Title:



	Department:
	Position Number:


	Date of Notification:


This form documents and recognizes that you must make immediate improvement in the performance of your duties.  Continued poor performance as described below may result in an overall "Below Contributor" rating on the annual performance evaluation conducted in the same performance cycle.
Description of specific performance deficiencies and improvements needed:
	

	

	

	Specific improvement plan:  


	

	

	


	Supervisor’s Signature:
	Date:



	Reviewer’s Comments:


	Signature:
	Date:



	Employee’s Comments:


	Signature:
	Date:




[image: image2.jpg]£
& $ JAMES
AZMADISON

UNIVERSITY.




Notification of Improvement Needed Fact Sheet

Purpose of the form:  

The Notification of Improvement Needed is used to identify poor, substandard or unacceptable performance of any core responsibility, learning goals, special assignment, agency or unit objectives that fall below the Contributor level. 

When the form is prepared: 

Substandard performance issues can occur anytime throughout the performance cycle and should be addressed immediately. The Notification of Improvement Needed will most always be used for non-probationary employees. The Probationary Progress Review Form will be used for probationary employees. 

To be eligible to receive an overall rating of Below Contributor on their annual performance evaluation, an employee must receive at least one Notification of Improvement Needed (or a Written Notice) during the performance cycle. To be valid for that performance cycle, the Notification of Improvement Needed must be completed and the original form must arrive in Human Resources no later than the first work day of September. Receipt of this form does not guarantee or necessarily warrant an overall annual rating of Below Contributor.

Who prepares the form: 
The immediate supervisor completes the Notification of Improvement Needed and must include an improvement plan, which should have an improvement period of no less than 30 days or more than 180 days. The supervisor and the employee should develop the improvement plan upon consultation with an HR Service Center Representative. If an agreement cannot be reached, the supervisor may establish the improvement plan. The improvement plan is signed by the employee and supervisor and must be signed by the reviewer. 

Presentation of the form:

A copy of the signed Notification of Improvement Needed is given to the employee.

Retention:

The original Notification of Improvement Needed with improvement plan is sent to HR after signatures have been obtained. A copy is retained in the supervisor’s confidential file. The original, along with the Annual Performance Evaluation, will be retained in the employee’s personnel file.

Whom to Contact:
For more information or clarification, contact a HR Service Center Representative.
Performance Management 


Notification of Improvement Needed








Note: To be eligible to receive an overall rating of Below Contributor on their annual performance evaluation, an employee must receive at least one documented Notification of Improvement Needed (or a Written Notice) during the performance cycle. To be valid for that performance cycle, the Notification of Improvement Needed must be completed and the form original must arrive in Human Resources no later than the first work day of September. Receipt of this form does not guarantee or necessarily warrant an overall annual rating of Below Contributor.
JMU Policy #1305 Performance Evaluation for Classified Staff
DHRM Policy #1.40 Performance Planning and Evaluation


