 Working On IT Tuesdays© Payoff Tool©
(SOP) STANDARD OPERATING PROCEDURE

TITLE/CODE: 1.1 EPA Employee Performance Agreement DATE: ____________

	WHY?
	Why am I documenting this procedure?
	So we all know how this process works to the benefit of all, EPA is the Employee Performance Agreement, 

	WHO?
	Who will ultimately be responsible for this procedure?
	The person writing the EPA,

	WHAT?
	What are the key elements of this procedure?
	The person writes there own EPA , if they create it then buy in is easier, then the manager can coach them to their own EPA, they are setting their own performance standards, this document is re-written every 6 months or when deemed necessary, the old copy is not referenced while the new one is being written, fresh start each time, to be reviewed at each Employee Mentoring Session as the tool to discuss how well they are doing, this is all about making yourself accountable to YOU, 
Examples make it easier for clients to complete, what did the employee actually do task wise, 

Length was to long, other people were doing, wanted templates to follow, language was a stumbling block, to Harvardish and Yaleish, make it KISS, certain positions may have multiple position contracts, sample to their industry samples, how do I know what they do, who should write them, 

List of four questions to fill out:

What is the result

Duties

Duties not performed

List activities you now do  


	HOW?
	How is the procedure done? Step by Step.
	1. Learn it

2. Use it

3. Teach it

4. Write and craft your own EPA to share with your team as a tool for buy-in and showing it applies to you also

5. Listen and review the audio files in the audio library

6. Introduce the process EPA and explain why they are to this for themselves
7. Have them read the EPA – Employee Performance Agreement Description and Overview located in the Payoff Tools Library 
8. Have them get started and report back to you at the next EMS,

9. Perform this 1 on 1 with each staff member

10. Mentor them along until the EPA is completed and agreed to 
11. Make sure the final result is what will make the document coach-able, 

12. Let the employee tell you how they are doing with their EPA

13. What would it take to make this work better for you – what can you do to do a better job from a 6 to 8,  
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