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Next Steps After a Needs Improvement Performance Evaluation Rating
Employee Information
Employee Name: __________________________
Date: __________________________
Select all to which the Needs Improvement rating applies:
☐Expertise Relevant to Position
☐ Professionalism & Integrity
☐ Communication Skills
☐ Reliability
☐ Adaptability & Effectiveness
☐ Collaboration
☐ Initiative & Leadership
1. Purpose of the document
This document helps the employee and supervisor work together to improve performance in areas marked as ‘Needs Improvement’ on the annual performance evaluation. It outlines clear steps, support options, and check-in points.  
2. Action Plan
Ideally to be completed by the employee with supervisor’s input.  See Appendix for a brief reference guide that defines the SMART goal acronym.
	SMART Goal to improve performance
	Target Date
	Support resources (if applicable)

	Example: Improve written communication skills by developing a proposal by end Spring 2026.
	May 15, 2026
	Writer’s Workshop

	
	
	

	
	
	


3. Check-in 
The supervisor and employee should determine some dates to check-in on progress in completing the above Action Plan.  We encourage employees and supervisors to engage in open, two-way feedback during these check-ins to discuss progress and challenges. 
	Progress review milestones
	Date
	Notes

	First progress review
	MM/DD/YYYY
	Example: 4-month progress review shows good organization of steps and resources identified

	Midpoint review
	MM/DD/YYYY
	Example: 8-month progress review has shown a slowing of accomplishing tasks. One hour meeting dedicated to 

	Final review
	MM/DD/YYYY
	Example: Final 


5. Next steps
If the expectations in this plan are not met, further steps may be taken in line with campus procedures. This may include a Letter of Expectations or participation in the Performance Partnership Program (PPP), depending on the employee’s classification. 
6. Additional resources 
Additional relevant resources that can help support skill development and performance improvement. 
	Resource
	Available at
	Notes

	Example: LinkedIn Learning 
	Online (Campus LinkedIn Learning login)
	

	Example: Library Organization Development & Training
	training@library.illinois.edu
	Contact for consultation about specific needs/topics

	Example: Peer coach or mentor
	
	

	
	
	



7. Signatures
Employee Signature: ____________________________________ 	Date: ____________________
Supervisor Signature: ____________________________________	Date: ____________________
HR Representative (if applicable): __________________________	Date: ____________________

8. Appendix
SMART Goal Reference Guide
	S.M.A.R.T.
	Considerations

	Specific
	Does your goal clearly and specifically state what you are trying to achieve?
If your goal is particularly large or lofty, try breaking it down into smaller, specific SMART goals.

	Measurable
	How will you (and others) know if progress is being made on achieving your goal? Can you quantify or put numbers to your outcome?

	
Attainable
	Is achieving your goal dependent on anyone else?
Is it possible to reframe your goal so it only depends on you and not others? What factors may prevent you from accomplishing your goal?

	
Relevant
	Why is achieving this goal important to you? What values in your life does this goal reflect?
What effect will achieving your goal have on your life or on others?

	
Time-bound
	When will you reach your goal?
Again, if your goal is particularly large, try breaking it down into smaller goals with appropriate incremental deadlines.



