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Purpose: ​
This SOP outlines the process for effectively managing the performance of employees within 

the organization. The goal is to establish a fair and consistent method for evaluating 

performance, providing feedback, and taking corrective action when necessary. 

 

Introduction:  
Performance management is an ongoing process of communication between a supervisor and 
an employee that occurs throughout the year, in support of achieving the organization's mission 
and goals. This SOP is intended to provide guidelines for managing employee performance, 
including setting performance expectations, providing feedback, and taking corrective action 
when necessary. 
 

Scope:  
This SOP applies to all employees within the organization. 
 

Definitions: 
●​ Performance management: The process of setting performance expectations, providing 

feedback, and taking corrective action when necessary to ensure that employees are 
meeting or exceeding those expectations. 

●​ Performance expectation: The specific tasks, duties, and responsibilities that an 
employee is expected to perform as part of their job. 

●​ Feedback: Information provided to an employee about their performance, including both 
positive and negative aspects. 

●​ Corrective action: Steps taken to address performance issues and bring an employee's 
performance up to an acceptable level.​
​
 

Responsibilities: 
●​ Supervisors: Are responsible for setting performance expectations, providing feedback, 

and taking corrective action when necessary. 
●​ Employees: Are responsible for understanding their performance expectations and 

working to meet or exceed them. 
 

Best Practices: 
●​ Clearly communicate performance expectations to employees. 
●​ Provide regular and timely feedback to employees. 
●​ Document all performance-related conversations and actions. 
●​ Provide opportunities for employee development and growth. 
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●​ Address performance issues promptly and fairly. 
 

Steps: 
1.​ Set performance expectations: Supervisors should communicate clear and measurable 

performance expectations to employees. 
2.​ Monitor performance: Supervisors should regularly review and evaluate employee 

performance to ensure that expectations are being met. 
3.​ Provide feedback: Supervisors should provide timely and constructive feedback to 

employees, both positive and negative. 
4.​ Address performance issues: Supervisors should address any performance issues 

promptly and fairly, and work with employees to develop an action plan to address the 
issue. 

5.​ Document performance: Supervisors should document all performance-related 
conversations and actions. 

 

Risks: 
●​ Failure to effectively manage employee performance can lead to decreased productivity, 

morale, and employee retention. 
●​ Not addressing performance issues promptly and fairly can lead to further performance 

deterioration and potential legal issues. 
●​ Not providing regular and timely feedback can lead to employees being unaware of their 

performance and how to improve it. 
 
Disclaimer: This is a basic template for SOP for performance management. Each organization 
has their own specific way of doing things and their own policies that may need to be addressed 
in the SOP. This SOP is also subject to changes as per the management's decision. 
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