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SPECIAL PERFORMANCE IMPROVEMENT PLAN FOR LEADERS

The following instructions will walk you through how a Leader completes a Special Performance Improvement Plan for an
employee.
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If a supervisor develops concerns with an employee’s work performance, the first step is to contact the Human Resource
(HR) administrator for their department/unit. The HR administrator will partner with the supervisor and UFHR Employee
Relations to discuss and draft a plan to help the employee improve their work performance. While the document is
ultimately created and approved in the system, much of this process resides outside the system. This guide will take you
through the system process, illustrated here in step 4.

NAVIGATION
Login into myUFL and navigate to:

Nav Bar > Main Menu > Human Resources > Manager Self Service > UF Engaged > Performance Documents >
Current Documents
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To complete the employee’s Special Performance Improvement Plan, click on the employee’s name. If there is

more than one row, make sure that you click on the row featuring the Special Perf Improvement Plan

Document Type.
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2. There are four text entry fields you must fill out for the Special Performance Improvement Plan. Fill out the first

text entry field.
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J Document Type Spec Period 081012018 - 10/31201
) Tempiste Document iD 401
‘ Status Evaluation in Progress DueDats 11052019
- o Check )
UF Engaged - Instructions
Areas of deficiencies in performance, with examples of the performance that needs improvement, including descriptions and dates of
specific events.
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Specific action plan in order to raise and maintain the performance to an acceptable level, and actions that the employee must take to
address the deficiencies documented above.
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3. Scroll Down to continue.
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‘You do not perform job tasks tmely or accurately, and fallto Gouble check your work In anyway. Spectically, each semester
Your graduate letters of appointment (confracts) / memoranda of understanding have a variety of Incarrect Information
{compensation rates, FTEs, appointment dates, UFIDs, wrong templaie) and need to be revisad, sometimes mutiple fimes.
On mutipie 0ccaslons you have submitied duplicate tickets for the same HR requests. You have also often submitted HR
requests after he requl . You have repeatedly walvers Incomectly, or nof entered them at all
¥ Specific action plan in order to raise and maintain the performance to an acceptable level, and actions that the employee must take to
address the deficiencies documented above.
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4. Fill out the remaining three text entry fields.
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5. Do not forget to Spell Check your Comments by clicking the Spell Check icon.

Manager Comments
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The following are required courses avallable via Tralning and Organizational Development In Human Resourca Senvices that
may asslst you with your day-to-day tasks as wed 35 managing work place relationships. You must notify me once you have
ensolled In fhese training sessions and provide me with the completion of the tralning certificates once you have compieted the

ciasses successhuly.

+ PSTOA3 CREATING A UF APPOINTMENT
+ PRO313 GUIDE TO OPS EMPLOYMENT FOR UF ADMINISTRATORS
+ PRO313 HIRING GRADUATE ASSISTANTS AND FELLOWS
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At any point while filling out the Special Performance Improvement Plan, you can save your progress by clicking

the Save button. If you save your progress, you can exit the page and return to add more information later. Click
the Save button to continue.
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Special Perf Improvement Plan
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¥ Specific action plan in order to raise and maintain the performance to an acceptable level, and actions that the employee must take to
address the deficiencies documented above.
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7. Best practice is to click the Language Checker tool before submitting.
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* Specific action plan in order to raise and maintain the performance to an acceptable level, and actions that the employee must take to
address the deficiencies documented above.
v
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8. Once you have finalized your Special Performance Improvement Plan, click the Submit for Approval button.
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Click the Confirm button. Once you click Confirm, the Special Performance Improvement Plan will be routed to
UFHR Employee Relations for final review and approval.
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10. You have successfully completed the Special Performance Improvement Plan.

Once UFHR Employee Relations approves the document, they will contact you regarding next steps. At this point,
the employee can see the content of the Special Performance Improvement Plan.
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