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The 1-on-1 Feedback Log (48-Hour Standard)

The 48-Hour Feedback Standard: Say the thing early. Feedback must occur within 48 hours of observation while facts are fresh. Focus on the standard, not
the personality. Document expectations and establish hard checkpoints so accountability cannot drift.

PART 1: CONTEXT & PARTICIPANTS

EMPLOYEE NAME: SUPERVISOR / LEADER NAME: CONVERSATION DATE:

PART 2: THE CORRECTION (FACTS - STANDARDS « ACTION)

1. THE STANDARD (WHAT DOES GOOD LOOK LIKE IN THIS ROLE OR DELIVERABLE?):

2. THE OBSERVED GAP (WHAT SPECIFICALLY OCCURRED? FACTUAL, NON-DEFENSIVE EVIDENCE):

3. THE EXPECTED CHANGE (WHAT OBSERVABLE BEHAVIOR OR DELIVERABLE MUST CHANGE TOMORROW?):

PART 3: THE CHECKPOINT (CLOSING THE LOOP)

NEXT CHECKPOINT DATE (WHEN WILL PROGRESS BE EVALUATED?): CHECKPOINT OUTCOME:
[ ]1Standard Met [ ]InProgress [ ] Escalated

PROGRESS NOTES AT CHECKPOINT:

PART 4: ALIGNMENT & SIGN-OFF

"By signing below, we agree that this is an accurate record of our conversation and documented expectations. Both parties retain a copy.”

Employee Signature Supervisor Signature
Date Date
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