[Company Logo]   [Company Name]
PERFORMANCE IMPROVEMENT PLAN – PROCESS ASSOCIATE
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Process / LOB:
	[Process Name]

	Team Leader:
	[Reporting Manager]

	Plan Period:
	[Start Date] to [End Date]



1. Current Performance vs Scorecard
	Metric
	Process Target
	Last 4 Weeks Average

	Quality Score
	[Target]%
	[Value]%

	AHT
	[Target] sec
	[Value] sec

	Schedule Adherence
	[Target]%
	[Value]%

	Attendance
	[Target]%
	[Value]%

	Compliance Misses (fatal)
	Zero
	[Value]



2. Action Plan
	Focus Area
	Action
	Owner
	Target by End of Plan

	Quality
	5 call audits per week with same-day feedback
	Quality Analyst
	[Target]%

	AHT
	Floor support from SME; use of knowledge base and hold-time reduction
	SME [Buddy Name]
	[Target] sec

	Adherence
	Login and break schedule monitoring
	Team Leader
	[Target]%

	Compliance
	Refresher on verification and disclosure scripts
	Trainer
	Zero misses

	Attendance
	Plan leaves in advance through WFM
	Employee
	[Target]%



3. Weekly Review
	Week
	Quality %
	AHT
	Adherence %
	TL Remarks

	Week 1
	[Value]
	[Value]
	[Value]
	[Remarks]

	Week 2
	[Value]
	[Value]
	[Value]
	[Remarks]

	Week 3
	[Value]
	[Value]
	[Value]
	[Remarks]

	Week 4
	[Value]
	[Value]
	[Value]
	[Remarks]



4. Outcome
You will be assessed against the targets above at the end of the plan. Successful completion will close the PIP. If progress is partial, the plan may be extended or you may be considered for another suitable process; if there is no improvement despite support, further action will be taken as per company policy. Customer data and compliance rules continue to apply at all times. You may raise any concerns about tools, shift or personal circumstances with your Team Leader or HR.
	Associate comments
	 

	Final scorecard result
	 

	Decision
	 




	______________________________
Team Leader
[Reporting Manager]
	______________________________
Operations Manager / HR
[HR Name]
	______________________________
Associate
[Employee Name]
Date: [Date]
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