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We make your Training Payoff

Session Planning Tool

Session Date__________ Employee’s Name________________________________
Type of Session: 
                  Mentoring                                                            Coaching
Employee Mentoring Session


Performance Development Session

        Staff Training Session


        Performance Recognition Session

        Business Transformation Session                   Progressive Counseling Session

1. What type of meeting are we going to have?       Mentoring ⁬  Coaching ⁬
2. What are the questions I need to have answered by the employee/team?

3. When is an acceptable time frame for me to expect the results to change?

4. What is the anticipated response from the employee/team? What do we think they will say?

5. What documentation needs to be referenced (i.e. employee manual, SOP)?
6. When will I follow up with the employee/team on this issue?
After the meeting:

1. How would you rate the meeting from 1 to 10 (10 being highest)? _________
2. How would your team member rate the same meeting? __________
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