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Coaching and improvement plan

Record a specific performance or conduct concern, the employee's perspective and a practical plan. This form
does not change the terms of employment or promise a particular sequence of discipline.

Employee name / Role / Supervisor / Meeting date

Specific concern, relevant dates and observed facts

Applicable expectation or company policy

Employee's explanation or response

Improvement expected and how it will be measured

Training, tools or support to be provided

Actions / Responsible person / Due dates

Follow-up meeting date and outcome

Signing acknowledges that the discussion took place and this record was received; it does not necessarily indicate
agreement.

Employee signature / Date

Manager signature / Date


