Version Date: 6/19/2026
Next Steps After a Needs Improvement Performance Evaluation Rating

Information
Employee Name: __________________________
Supervisor 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 supervisor and employee 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 agreed upon 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 review shows improvement to the level of performing successfully




4. Expectations
The supervisor is expected to be directly responsible for:
· Reviewing the employee developed action plan and ensuring performance expectations are clearly communicated and understood
· Providing timely coaching, feedback and guidance related to the identified performance improvement areas
· Connecting the employee with appropriate resources, training opportunities, and support identified in this plan
· Scheduling and conducting the agreed-upon progress review meetings and documenting key discussion points, progress, and any adjustments to the plan
· Recognizing and communicating improvements when progress is demonstrated and addressing continuing performance concerns promptly when expectations are not being met
· Maintaining open, respectful, and two-way communication throughout the performance improvement period
· Providing reasonable opportunities for the employee to demonstrate improvement and meet established performance expectations
· Consult with Library HR as needed regarding interpretation of expectations, documentation, performance management options, or next steps

The employee is expected to:
· Actively participate in developing and completing the action plan
· Attend scheduled check-ins and discuss progress, challenges, and support needs
· Complete agreed upon development activities and utilize available resources
· Demonstrate sustained effort toward meeting the performance expectations identified in this plan
· Communicate promptly with the supervisor regarding barriers that may affect progress

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 Expectation(s) or participation in the Performance Partnership Program (PPP), depending on the employee’s classification.  Either party may contact Library HR for more information on how to proceed.  libraryhr@library.illinois.edu 

Examples of acceptable progress may include (this is not an exhaustive list, other examples may be used):
· Completion of agreed-upon training, professional development activities, or coaching sessions by identified deadlines.
· Consistent completion of assigned work within established timeframes.
· Demonstrated improvement in work quality, accuracy, or attention to detail, resulting in fewer errors or revisions.
· Increased timeliness and responsiveness in communication with colleagues, supervisors, or customers.
· Positive feedback from colleagues, project partners, or stakeholders regarding collaboration, professionalism, or service delivery.
· Demonstrated use of new skills, processes, or tools learned through training or coaching.
· Regular achievement of interim milestones identified in SMART goals.
· Sustained improvement over multiple review periods rather than isolated instances of successful performance.

Examples of insufficient progress may include (this is not an exhaustive list, other examples may be used):
· Failure to complete agreed-upon development activities.
· Repeated performance issues previously discussed during coaching or check-ins.
· Missed milestones without advanced communication or documented barriers.
· Lack of demonstrated behavioral or performance changes in the identified improvement areas.
· Inconsistent performance that does not indicate sustained improvement.



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: ____________________

Library HR Signature:  ____________________________________	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.



