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Purpose:

· To make employee fully aware of the issue.
· To provide employee an opportunity to offer an explanation.
· To explain expectations and encourage appropriate behavior.
· Although counseling is not considered discipline, it is necessary to provide notice for due process.


How to Conduct:

· Conduct in private.
· Explain reason (frame issue).
· Present facts – use specific examples.
· Explain concern.
· Allow employee to comment/come up with solutions.
· Discuss ways to improve behavior.
· Provide written plan for improvement.
· Make employee aware of SEAP.
· Make employee aware of SPF absence provisions.


Documenting the Counseling:

The following items should be documented.

· Dates
· People present
· Issues discussed
· Documents reviewed
· Outcome of meeting
· Explanations provided
· Commitments made
· Directions provided
· Follow up as necessary

Note:  All documentation from counseling sessions should be kept in a confidential supervisory file.
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