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COACHING DIFFICULT EMPLOYEES CHECKLIST
Use the checklist below to evaluate the coach in the roleplay activity.
__________________________________________________________

	1. Created a Positive Tone for the Coaching Meeting   

	Made efforts to create a cordial but business-like environment and tone
	☐ Yes      ☐No      ☐ N/A

	Explain the purpose of the meeting in a friendly and non-accusatory manner
	☐ Yes      ☐No      ☐ N/A



	2. Describe Undesirable Employee Behavior in Factual But Neutral Terms

	Removed all bias and prejudice from delivery
	☐ Yes      ☐No      ☐ N/A

	Used a highly objective approach
	☐ Yes      ☐No      ☐ N/A



	3. Obtain Agreement from Employee That A Problem Exists

	Reinforced incident reports and additional information to get employee to admit
	☐ Yes      ☐No      ☐ N/A



	4. Determine Reasons for Employee Performance Gaps

	Used active listening skills
	☐ Yes      ☐No      ☐ N/A

	Asked open ended questions
	☐ Yes      ☐No      ☐ N/A

	Paraphrased
	☐ Yes      ☐No      ☐ N/A



	5. Require Employee to Help Own the Solution

	Resisted the urge to give out solutions
	☐ Yes      ☐No      ☐ N/A

	Encouraged employee to come up with meaningful actions to address issue
	☐ Yes      ☐No      ☐ N/A

	Promoted an atmosphere of collaboration
	☐ Yes      ☐No      ☐ N/A



	6. Use WIIFM To Motivate Employee to Act Responsibly

	Showed understanding on what motivates the employee
	☐ Yes      ☐No      ☐ N/A

	Explained the benefits and values of creating and achieving the goals
	☐ Yes      ☐No      ☐ N/A



	7. Summarize Meeting and Define Next Steps

	Gave summary of what had been discussed in the meeting
	☐ Yes      ☐No      ☐ N/A

	Gave an outline of the next steps to happen
	☐ Yes      ☐No      ☐ N/A

	Ended the meeting on a positive tone
	☐ Yes      ☐No      ☐ N/A
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