[bookmark: _GoBack]COACHING SESSION 
Purpose: To facilitate a constructive, two-way dialogue regarding professional conduct and performance.
Employee Name: __________________________ Date: ________________

1. DISCUSSION POINTS
Facts: (What specific events or behaviors occurred?)
[ ] ____________________________________________________________________
Applicable Rules/Policies: (What is the primary policy or procedure governing this situation?)
[ ] ____________________________________________________________________
Impact Assessment: (How does this affect our program, staff, or the agency’s mission?)
[ ] ____________________________________________________________________

2. COLLABORATIVE SOLUTIONS
Suggestions & Action Steps: (Agreed-upon steps for improvement or resolution)
· 
· 

3. ACKNOWLEDGMENT OF UNDERSTANDING
Summary of Knowledge:
I understand that a continued pattern of this behavior or conduct may result in further disciplinary action. This meeting will be summarized and submitted to the Human Resources Department for inclusion in my personnel file.
Review Process:
Prior to final submission, the employee will have the opportunity to review this document, suggest edits or clarifications, and sign to verify that it represents a true and accurate summary of the conversation.
Employee Signature: _____________________________ Date: __________
Supervisor Signature: ____________________________ Date: __________

Next Steps for Supervisor:
· Provide a copy of this completed form to the employee.
· Submit the final signed version to the hr@beanstalk.ws

