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	Route this form to:

U Services Human Resources

300 Donhowe Building

319 15th Avenue SE

Minneapolis, MN 55455

FAX: 612.625.6675

E-mail: ushr@umn.edu

	Coaching Form
	



	To be used when documenting informal coaching sessions.

	Employee Name:      
	Date (m/d/yyyy):      

	Supervisor Name:      

	1. IDENTIFY the problem

	Desired Performance:
     

	Actual Performance:
     


	2. ANALYZE the impact of the problem
     


	3. DISCUSS the problem with the employee

	Gain Agreement?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Possible solutions to discuss with employee:

     


	4. DOCUMENT

	The problem:
     

	History of problem:
     

	Discussion (take notes):
     


	5. FOLLOW-UP (set date before employee leaves discussion)

	Date of follow-up meeting (m/d/yyyy):      

	Document any changes in performance:
     



This document is not to become part of the Employee’s Official Personnel Record.
The University of Minnesota is an equal opportunity educator and employer.
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