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Position: Date:



Insrmctions:

Prior ro the meeting:

1.     List examples of things that the employee does well. Be specific.

2.     List cxamplcs of things that need haprov¢ment in the employee's job performancei Be
specific and record observable behavior if possible.

3.     Be objccbe. candid and honest.

During the ~whg:

1.     The employee and cmploycr come rogcthcr to give positive and corrective feedback
.   conccming the employee's job perfomancc.

2.     Be sure ro verify and clarify all comments, questions, or answers, ro prevent misunder-
standing.

3.     At the fouo-w-up review, if the solution has been effcedvc, choose another problem ro
solve and action plan. The process continues in the sane manner.

POSITIVE FEEDBACK

I.    List exanple§ of dudes the employee is doing well in histherjob perfomance.



CORRECTIVE FEEDBACK

2.     List examples of things that you feel need improvement in the ¢mployee's job performance.

ACTION

3.     Prioritize the thirigs that the c"ployee needs to inprove and select the one that the
cmployecwillworkonfusTt.
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4.     Describe the situation or behavior as i[ exists now.

5.     Describe what you would like the corrected behavior to be.

6.     E"ployce Acdon plan:  List whaHhc cmployce will do to changc the situation tor
•        behavior) and when it will bc changed.

7.     Dentist's Acdon Plan:  List what you will do ro help you achieve the desired result.

8.     Follow-Up to Evaluate:  Set a date to evaluate the effectiveness of the soludon. If the
dcshed effect has not been achieved. rerdvaluate one or more of the following:

a.     Statement of the problem
b.     Characteristics of the ideal Solution
a.     Possible altemadve solutions fyou may need to generate additional solutions.)
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