VERBAL COACHING & COMMUNICATION RECORD TEMPLATE
Employee’s Name: ______________________________     Supervisor’s Name: ______________________________     Dept. ______________


EVENT RECORD

Date and Time of Event: _______________________________________     Place of Event: __________________________________________

Nature of Event (check one or more below):

	Performance
	Health and Safety
	Attendance

	
	Substandard work 
	
	Compliance 
	
	Never Late

	
	Demonstrates Teamwork
	
	Shift Safety Meeting
	
	Comes in for Overtime

	
	QC Non-Compliance
	
	Training Session
	
	Absent for scheduled O.T. Shift

	
	Substandard Record Keeping
	
	General Health and Safety
	
	Always at work

	
	Works hard and tries to improve work environment
	
	Health and Safety Reporting
	
	Absent w/o calling

	
	Poor Workmanship
	
	Housekeeping
	
	Late / Left Work Early

	
	Outstanding job performance
	
	Sets an example
	
	Absent w/ calling

	
	Carelessness 
	
	Safe Work Practices
	
	(Other)

	
	Conduct 
	
	Hazard Identification
	
	

	
	(Other)
	
	(Other)
	
	



COMPANY REMARKS

Description of event:


EMPLOYEE REMARKS


SUPERVISOR REMARKS

Employee’s Signature

       Supervisor’s Signature





Date

Manager’s Signature




Date
· Employee File Copy 

· Employee Copy

· Supervisor / Manager Copy

