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Purpose - May be used by supervisors to document coaching to correct attendance and/or performance problems (e.g., attendance occurrences that are near the threshold for corrective action or continue after coaching or corrective action has been taken, inefficiency, failure to meet deadlines, sloppy work, poor communication with supervisor, poor teamwork, neglect of duty, etc.)  Please note, some actions may be so severe as to warrant corrective action without prior coaching.  Consult with A&P HR as needed.

Instructions - Complete sections 1, 2, and 3 of this form.  Review the problem with the employee and express confidence in the employee’s ability to meet expectations. Work with the employee to complete sections 4 and 5.  Provide a copy of the final form to the employee and forward a copy to A&P HR.
	Supervisor Name

     
	Employee Name
     

	Supervisor Title

     
	Employee Title
     


	1.  Description of Performance or Attendance and Date(s) of Occurrence(s)

	     

	2.  Expected Level of Performance or Attendance.  What will success look like?

	     

	3.  Impact of Performance or Attendance on team, supervisor, customers, etc.

	Advise employee that failure to improve performance or attendance may result in corrective action, up to and including termination.

     

	4.  Support for Employee

	State your desire for the employee’s success and discuss how you can be of support, e.g., review the policy, training, follow-up meeting, temporary shift changes, referral to EAP, address obstacles of time, tools, temperament, etc.

     

	5.  Employee’s Action Plan

	Together develop a plan to address the performance or attendance problem.
     

	6.  Follow-up Meeting Scheduled for …

	     


	Supervisor Signature
	Employee Signature
	HR Signature

	Date
	Date
	Date


	Record of Coaching Follow-up

	Supervisor’s Comments

     

	Employee’s Comments

     


	Supervisor Signature
	Employee Signature

	Date
	Date
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