Checklist – Documentation – Coaching Session (not reviewed by attorney)
Employee:

Date: 
Analysis of problem/situation

Does someone need specific information in order to complete tasks or contribute more fully?

Does someone need to expand a specific skill?

Are performance expectations unclear (such as unwritten expectations) or not defined?

Do you need your employee(s) to be a stronger team?  Who do you feel is not working as effectively with the team as you expect?  

Who are involved?  Do you need to talk with employee’s supervisor – direct report?
Is the usually dependable employee suddenly showing some behavioral problems? (Coming in late, appearing really stressed, overwhelmed and reacting to this, appearing distracted)

If you answered yes to any or all of the above --- then coaching may be the first step.  


Could this person do the job if he/she wanted to?

Does this person really know how to do the job?

Have I or the trainer spent enough time with the employee?

Have I or the trainer explained clearly the goals for work, project?

If answered no to the above -- then coaching may be the first step.

Preparation

From Smart Questions, The Essential Strategy for Successful Managers, you should ask yourself:

1 – What do I want this person to know or do as a result of our meeting and future training (if needed)?

2 – What is the best way to give the additional training or information?

3 – Who is the best person to carry out this training?  (If you are the only other team member, then it is you or you could bring in someone else for part of training – say an expert or successful role model).

4 – How can I reinforce the training and what follow-up is needed?

Meeting

State the Purpose – prepare this in advance.  Is this the first time we are talking about these issues or are we revisiting issues?

Be Clear and Specific – Your observations, give examples, how it affected the team, business and you.

Ask for Employee Response

Anticipate Possible Responses –   Anticipate and prepare in advance

Review Employee Responses – Are there items, issues that you haven’t anticipated?  What do you agree or disagree with?

Ask the Employee - “What is the Best Way to Resolve the Situation?”
Agree to Plan of Action - Document

Be Specific on What Happens Next – this includes when we meet for check-ins, what the employee is expected to do and specific consequences if things are not resolved.

What was decided:
Training (if needed)
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Changes (Agreed to by employer and employee)
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