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[bookmark: _gaakon5bckyg]1-Purpose:
To provide a structured and fair process for addressing performance-related concerns and support employees in enhancing their skills, aligning with the MSP's quality standards.

[bookmark: _4xuolgtfz02a]2-Scope:
This SOP is applicable to all employees of the Managed Service Provider, irrespective of their position or duration of service.


[bookmark: _lo9c4xn4s2r0]3-Procedure:
[bookmark: _d9qdsjgwek3z]A.Identification of Performance Issues:
· Monitor performance metrics regularly.
· Obtain feedback from team leaders, supervisors, or peers.
·  Compare the employee's performance with the established benchmarks or Key Performance Indicators (KPIs).
[bookmark: _e9abank4vf3q]B.Initiation of Formal PIP Process:
· HR should hold a preliminary meeting with the concerned employee's supervisor to discuss and document the specific areas of concern.
· Prepare a written summary of performance issues, supporting data, and any previous informal coaching or discussions.
[bookmark: _ldfcl3bmtkb]C.PIP Development:
· Clearly define expected performance standards.
· Outline measurable objectives for the employee to achieve.
· Establish a clear timeline for achieving the objectives, typically between 30 to 90 days.
· List available resources or training that can support the employee.
[bookmark: _2r10qqhg22pe]D.PIP Meeting with Employee:
· Schedule a formal meeting with the employee, preferably in a private setting.
· Present the PIP document and review it point-by-point, ensuring clarity.
· Encourage open dialogue. Listen to the employee's concerns or suggestions.
· Finalize the PIP document, taking any of the employee's valid feedback into account.
· Obtain signatures from both HR representative and the employee, ensuring acknowledgment.
[bookmark: _azb13ze1e196]E.Implementation and Monitoring:
· Employee commences work under the PIP.
· Regular check-ins, at least bi-weekly, should be conducted between the employee and the supervisor to monitor progress.
· HR should be kept updated on the employee's progress.
[bookmark: _6ptgdrchpdwn]F.PIP Conclusion:
· At the end of the PIP timeline, conduct a final review meeting.
· If performance standards are met: Recognize the employee's effort and provide feedback for continuous improvement.
· If performance standards are not met: Determine the next steps, which may include further training, extended PIP, or other HR actions up to and including termination.
[bookmark: _akq5wfhq6va8]G.Documentation:
· All PIP related documents, including meeting notes, progress reports, and final evaluations, should be stored in the employee's HR file.
· Ensure confidentiality of all records.
[bookmark: _15z9n3fn5f5v]H.Review and Update of SOP:
· This SOP should be reviewed annually or as necessary to ensure compliance with current HR practices and laws.
· Any changes to the SOP should be communicated to all stakeholders.
[bookmark: _49njowbr5vpj]4-Responsibility:
HR is responsible for the initiation, oversight, and conclusion of the PIP process. Supervisors are responsible for providing accurate performance data and working with their team members through the PIP.

[bookmark: _awi7mpb8udh3]5-Revision History:

Version 1.0 – [Date of Creation]
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