PERSONNEL FILE

obody likes eriticism—neither
receiving it nor doling it our—
bur im every business thers are bound
o be times when a reprimand is in
order. Success coach Bryan Duracher
t= it '|:-c:-:1.~\.i|:|]|.' ey peduce the el in ol
th proceEs if ¥ou kl.'l.']'r rwi rules in
imind with CYErY I.'I.'I.'ll.'iill'li'IL'Il\.I' lssue it
i pravate aind decument ey l:|}'l|'||.|'|!.:.
“Prase i '|:-|.1||'|:|l.'; 1l:|l|.‘i|'|!|:||'.|.| i
;rrn‘:lll.'." nokés [JI.I.:I.H.'I'.L'I:'. whode
Duracher Enterprises congulmng firim
15 'i||.u.||-.||:|:|rI|.'| ed in Coral Cables,
Flarida, “Even a verbal w :||'||i|:|:_4
should be docuimented and signed by
lssth 'Ih.l.l'lil."i." ]}I:-i:ll_!.: a0 imiakes YEMIT
expectations clear and |q;5:| ||'!.' et
Vol a5 an employer.
Simiphy haneding 3 written reprimand
L0 AT 1T |:||r!-'_u|_'.: may nog Ermanent-
Iy improve the siosation, though, o
W should also schedule a Face-to-
face mecting. Durocher has developed
a road map for thar employer-em-
E'lh.lg.'l:\_' conversation. In face, he claims

his "change maodel ™ is effective for any
kind of conflict, Here's how it works.

1. A:En:mllirnlgmtnt

= Always look for something good that
somenne did and specify chat firse,”
Durocher says. “This praise should
be genuine and sincere, and it should
have monhing v dowith the complaine”

1. Observation

It a neveral tone, state 'L'Hill.'l.l:l-' whiar
:..-|_||_|“'|.-|_- ohserved withowe i||-:|.g’|'|l|.'|1[.
This allows the person o prepare in
advance, hefore gl deliver the crit-
e For |_-_-._.|.||:.||||_-_ il the PHErsGn hea-
'::-1|:l.|.||]!.'.||7i1.'|.':1 labe ko wn:rk.. sy, ol R
ebserved that you have been Late for
yonr shife three gmes in the past week”

5, I:.Iun;-n

Dresigate exscthy what must change, In
thie case of the chronie late-comer, you
rmighesay, “You must e here 15 minutes

Five smart steps
can make eriticism
easier to swallow.

Keep two

rules in mind

with every
reprimand:

Issue it in

private and
document
everything.

o o pour shafi EYLTY L that 3.'1:-u'r|.'
sthescluled to weark™ [-:L'llr.i!g.- thie benefirs
|1F|1u|‘:|:|g the: L‘|:|:|r|g|.'. For imstance, i
camn pont ot that |.:|."I.li:||.!.': o work 15
mnartes E.‘Il‘l:p' will Hiw.' the 1I:}'|j=-1 LiTiiTe
by pereepearee Fowr tha day’s clients and con-
remplate new ideas for servicing them.

4, Consequences

Specify any conssquences of Biling w
change the behandor, Infanm the person
thar he or shae will rescenee 3 secomd wam-
ing, get pur on |'|r\-::-|1.1|::||||1, be wermi-
nated or whatever Follows your policy
if the ohjecoomable behador continues.

5, Commitmant

*Closing the sale™ in this cass invalves
three steps: a seatement from the person
thae he or she understands the reprimand,
A SO ETREINL R0 A M o chamme the
biehanacr, and 3 dare whien you both agree
ehwe belanaor will change. The dme frame
can be imumedisedy, beginming mex week
or whatever sults your purpose,
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