


June 21, 2010

WCGRH Coaching Memorandum

To:
[Employee being coached]

CC:
[next level of leadership if necessary i.e. manager, supervisor, and supervisor file]

From:
[Direct supervisors name]

Date:
[Date]

Re:
[Subject]

[Body of document here]
These specific expectations are provided to you in order to enable you to improve your [work performance and/or work behavior insert as appropriate depending on the issue] and achieve compliance with all standards of West Central Georgia Regional Hospital and the Department of Behavioral Health and Developmental Disabilities. I am optimistic that you will use this memorandum to improve, and further action will not be necessary. I must inform you, however, that should the identified concerns continue and/or the stated expectations not be met, you will be subject to disciplinary action, up to and including, separation from your position in the unclassified service.

How to Use This Memo Template

In the past we used the Performance Diaries to capture coaching opportunities and performance concerns. This document maybe used to capture Coaching Sessions between managers and direct reports.  Coaching is something that’s done everyday and sometimes there will be a need to document the conversation.  This documentation will be used to support any future disciplinary actions taken.  The Coaching Memo should be prepared prior to the meeting.  Both the employee and manager/supervisor will initial by their individual name which only confirms that yes this meeting did take place and the content of the Coaching Memo was discussed.

Confidential









1
0


2

