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COACHING EMPLOYEES

Coaching & Mentoring Principles and Practice
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. Establish purpose of the discussion and its importance
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situation
. Build acceptance of what needs to be accomplished
. Discuss alternatives for achieving success
. Seek agreement on specific action(s) and teach how

. Express confidence, set a follow-up date, then follow
through

. Describe the issue in a tone of "you and | problem-solving
together"

. Ask for the employee's help in solving the problem
. Discuss causes of the problem

. Identify and write down possible solutions

. Decide on specific action to be taken by each of you

. Agree on a specific follow-up date
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@ Listen with Empathy

Respond to feelings as well as content

@ Ask for Help

Seek & develop ideas — provide support
without removing responsibility

. Describe in detail the work habit observed that needs to

change

2. Indicate why it concerns you
3. Ask for reasons and listen openly to the explanation

4. Indicate that the situation needs to change and ask for

ideas how

. Discuss each idea and offer your help

. Agree on specific actions, set a follow-up date and

follow through

. Review previous discussion(s)
2. Clearly acknowledge successes and improvements
3. Indicate insufficient improvement with specific

observations

4. Discuss possible barriers

5. Indicate the consequences of continued lack of

improvement

. Indicate confidence, agree on action and follow up by a

set date
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Understanding Performance Gaps

Why Employees Don't Do What They Are Supposed to Do
Before coaching for performance, consider which of the following root causes may be at play. Addressing the right cause
leads to more effective conversations.

e They don't know what they are supposed to do e There is no positive consequence to them for doing it

e They don't know how to do it e There are negative consequences to them for doing it

e They don't know why they should do it e There are positive consequences to them for not doing it

e They think they are doing it (lack of feedback) e There are no negative consequences to them for not doing
it

e They think it will not work e There are obstacles beyond their control

e They think their way is better e Personal limits (incapacity)

e They think something else is more important (priorities) e Personal problems

e Fear (they worry about future consequences)
e No one could do it

Reflection Prompts

Which category best explains the gap you're observing? What would change if you addressed the root cause directly?

Is this a can't do issue or a won't do issue? What support or information is missing for this employee?
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