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Coaching Job Skills: Action Plan Record


    

Name of Team Member:      
Meeting Date and Time:      
1. 
Performance area(s) in need of improvement:


      
2. 
Demonstration of proper performance.

a.  The team leader’s view:

     
b.  The team member’s view:

     
c.  The team leader’s feedback to team member on practice:

     
3. Agreements on the next steps:

 a.  The team leader’s part:

	Action
	Target Date
	Result

	     
	     
	     


b.  The team member’s part:

	Action
	Target Date
	Result

	     
	     
	     


4. 
Date for status review with team member:


     

  
  Completed by:               Date:      


   FORMCHECKBOX 
  Emailed to HR    FORMCHECKBOX 
  Placed in Employee File      FORMCHECKBOX 
  Other       
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