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Employee Name:





Employee #
Department:







Supervisor:
Note to supervisor:  Items on this page are to be developed in advance of meeting with the employee to assure that all critical items are covered.  Any items that you and the employee determine to be inaccurate or not applicable should be stricken and initialed by both parties.
Specific problem  (examples of actual performance):
Desired performance:
Impact (good business reasons why this problem must be solved):
Consequences to the employee and the organization if problem continues:
Dates of previous discussions with the employee about the problem:
Employee Name:






Employee #
The counseling session regarding the issues described on pg. 1 took place on _______________ and consisted of :



(date)

Describing the problem

Describing the impact

Describing the consequences

Instructing him/her to change current behavior
Actions the employee will take to solve the problem:
Significant issues/explanations raised by the employee:
Documentation:
Follow-up date(s) established:
This is to certify that the above issues have been discussed and that a copy of this document has been provided to the employee.
_____________________________

_____________________________
Supervisor’s Signature / Date


Employee’s Signature / Date
Revised 7/2004
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