Performance Improvement Plan

Employee name Date
Carley Gibbard 1/23/2019

This Performance Improvement Plan (PIP) aims to address concerns regarding your
performance and establish a clear path for improvement. We aim to support your success
and help you meet the expected performance standards in your role. This plan is not a
punitive measure but an opportunity to provide the necessary support and resources for
your professional growth.

Performance issues

Over the past three months, your attendance has been below the company's
expectations. You have accumulated six unexcused absences, impacting team
productivity and customer service.

Your average call handling time is 30% higher than the team average, leading to delays
in addressing customer inquiries and increasing wait times.

Performance expectations

1. Attendance: Maintain a minimum of 95% attendance for the duration of the PIP.
2. Call Handling Time: Reduce your average call handling time to match the team
average or lower.

Support and resources

1. Attendance Tracking: Regular updates on your attendance record to ensure you are
aware of your progress.

2. Call Handling Techniques: Additional training sessions to help you improve your call
handling efficiency.

Performance improvement objectives

1. Achieve 100% attendance over the next three months.
2. Reduce your average call handling time to within 10% of the team average by the end
of the PIP period.

Action plan

1. Attendance:

« Use personal days or planned leave for any future absences.

* Notify your manager in advance if you need to take unplanned time off due to emergencies.
« Attend all scheduled team meetings and training sessions.

2. Call Handling Time:

« Participate in the advanced call handling techniques training on [Date].

« Implement the techniques learned during the training on a daily basis.

« Seek feedback from your supervisor and team members to identify areas for improvement.



Monitoring and feedback

We will will conduct weekly check-ins to monitor your progress and provide feedback.
During these meetings, you will have the opportunity to discuss any challenges you are
facing and receive guidance on how to improve.

PIP period and consequences

The Performance Improvement Plan will be in effect for the next three months, starting
from January 24, 2019. Failure to meet the performance improvement objectives by the
end of the PIP period may result in further actions, including potential disciplinary
measures.

Additional notes

Acknowlegement

By signing this plan, you acknowledge that you have received a copy of this Performance
Improvement Plan and are committed to working diligently towards improvement in the
areas outlined above. The company will also work closely with you to ensure that you have
the necessary support to succeed.

Employee’s signature: Carley G@A Date: 1/23/2019

Managers’s signature: Hansel L peZ Date: 1/23/2019

.

HR Representative’s signature: |:|0Ee Garcia Date: 1/23/2019
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