


   

 

 
 

   
    

   
 

 
 

 
   

  
 

  
  

   
 

 
 

  
 

 
  

   
 

  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DOCUMENTATION FORM 
The Documentation Form should be used by leaders to document the development discussion 
with the teammate. It does not need to be presented to the teammate, but it should be retained 
by the leader to reference in the Supervisor File. When completing the documentation form, use 
the following instructions: 

Leader Discussion Points 
List reasons to explain to the teammate so there is a clear understanding of why the 
development discussion is taking place. List specific behaviors, actions, and dates that have led 
to the discussion and be consistent with expectations. 

Expectations and Improvement Plan 
Solicit and document teammate’s feedback and cooperation to create an improvement plan. 
Offer guidance by clearly stating the desired outcomes and expectations. Work with the 
teammate to determine reasonable timelines for improvement. 

Teammate Response 
Document the teammate’s response to the discussion and include any suggestions the 
teammate has for improvement. 

Coaching Follow-up Email 
The Follow-Up Email template can be used to communicate the concerns, expectations, and 
solutions discussed during the coaching discussion. 

The Documentation Form should be completed and retained for your records and reference but 
should not be presented to the teammate. 



   

 

  
 

 
            

            

 
   

      
 
 
 
 
 
 
 
 

 
  

 
      
 
 
 
 
 
 
 
 

 
 

      
 
 
 
 
 
 
 
 
 

 
 

 
 

  

Development Discussion Documentation Form 

TEAMMATE INFORMATION 
NAME: POSITION: 

DATE: LEADER: 

LEADER DISCUSSION POINTS 
List specific behaviors, actions, and dates that have led to the development discussion: 

EXPECTATION AND IMPROVEMENT PLAN 
Solicit and document teammate’s feedback and cooperation to create an improvement plan and 
determine reasonable timelines for improvement: 

TEAMMATE RESPONSE 
Document the teammate’s response to the discussion: 
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