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(SOP) STANDARD OPERATING PROCEDURE

TITLE/CODE: 1.8 EPS Employee Performance Sessions   DATE: ______________

	WHY?
	Why am I documenting this procedure?
	LWOBAS and MOCC to make the EPS systemic in nature, to have it become part of our How to Manual, 

	WHO?
	Who will ultimately be responsible for this procedure?
	CEO, Owner, Manager, 

	WHAT?
	What are the key elements of this procedure?
	Learn it, use it, teach it, buy into it, see the results, reduce employee turnover, set up a win - win relationship, 1 on 1 caring session, feel valued, buy-in, we want all staff involved in the business, we want tap into the biggest asset that is the brains of our people, learning from each other, these are min-review each week, never have a full review yearly again, eat this elephant one bite at a time, face-to-face sessions, 
Keeping the communication open, 1 on 1 buy in before we roll out any changes or modifications of how we operate the business, weekly for 15 minutes, go to them, no barriers, meet neutral site, coaching session is standing, 

	HOW?
	How is the procedure done? Step by Step.
	1. Ask yourself is this a coaching or mentoring session
2. Complete the managers planning tool

3. Review the book Coaching for Improved Works Performance by Ferdinand F. Fournies – Too make sure you are coaching behaviors not labels

4. EPS Coaching behavior sessions are done when ever needed, after proper preparation has been completed 
5. EPS Mentoring sessions are done each week for 15 minutes per staff member
Document and create an SOP for each of these items  (A-F)
Sessions Agenda Sheet

A.  EPS Description & Overview   
B.  EPS Sample Agenda   
C.  EPS Managers Planning Payoff Tool 
D.  EPS Discussion Record Template 
E.  EPS Progressive Counseling Session Over view  
F.  EPS Progressive Counseling Form  
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