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The Coaching A Conversation SOP
A coaching conversation is used to provide an employee with a clear description of the current problem and action plan to resolve the issue. These conversations should be positive and constructive. 

The supervisor should state the problem as directly and clearly as possible, making sure to define what needs to change. The employee should be able to articulate the problem and the desired change back to the supervisor. This is not only encouraged but required when having a coaching conversation. 

Prior to the conversation tools should be gathered that can be given to the employee to help them resolve the issue. 

Goals should be set up with the employee that should be clear and measurable. Brief meetings should be scheduled every 2 weeks that will be used to ensure progress is being made. These will also allow the supervisor to provide feedback and answer questions. The timeline for resolution of the problem should be no longer than 90 days. 
 
After the coaching conversation has taken place, the coaching form is signed by both the employee and supervisor and filed to the employee’s coaching document file.

Each check-in meeting is also documented using the follow-up form. The follow-up form is signed by both the employee and supervisor and files to the employee’s coaching document file.
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