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	Brief
	General instructions on how a coaching session will be conducted towards affected staff/s.

	Purpose
	All SSC staffs involved in accordance to hierarchy of authority.

	Responsibilities
	To effectively conduct a coaching session.

	Guidelines
	Staff coaching should be done as per business requirements. It should be done by a subject expert, most probably the line manager with his subordinate.

The following can be the subjects/reason for a coaching
· Recorded incompliance
· Failed KPI criteria

· Reported QRM audit NC

· External audit NC

· Customer complaint

· Low score in routine visit checklist.

· Any event that requires manager intervention that affects core business.

SSC Coaching form should be used and documented as a formal record and to be filed in Regional Manager’s office.
Any changes and revisions with this policy are upon approval by NRM or OM-SC.
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