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Meeting Using Feedback to Correct Behaviour Form
Before the meeting …. Get Ready

Step 1 - Preparation

“What facts justify my intervention?”

-

-


-


“What are my expectations and requirements of this employee?” (What needs to be corrected?)

-


-


-


“On what positive note(s) am I going to end this discussion?”

-


-


-


Step 2 – The best time for a meeting

Date: 


Time:


Place:


During the meeting …. Remain neutral, objective and respectful

Step 3 – Accurate description

Reception of employee

3.1 – The facts

3.2 – What needs to be corrected
3.3 – The current or possible consequences

3.5 – Specific expectations of the manager

Step 4 – Open discussion

“What solutions do you suggest that could correct the situation?” – Make suggestions as needed.

-

-

-

Decide on the best solution and a time frame …

Solution: 


Time frame: 


Step 5 – A mutual agreement

Ask the employee to repeat in his or her own words one or more of the selected solutions and the time frame. If the employee does indeed summarize your mutual agreement, go on to the next step. If the employee does not adequately express your agreement, restate your expectations.

Step 6 – Employee commitment

Is the employee clearly committed to correcting the situation?

( Yes

( No

Comments:

Step 7 –End of meeting and Follow-up

End the meeting on a positive note. Advise the employee of the time of the next meeting to follow up on the situation.

Step 8 - Signatures

Employer / Manager

Employee

Note: Even if the employee refuses to sign, keep this document in the employee’s file.
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