Documented Counseling Guidelines

A documented counseling is not disciplinary and is not placed in the employee’s HR personnel file. 

Documented counseling is the first step in making the employee aware of performance deficiencies or conduct issues. A documented counseling is generally used as a follow-up after a meeting with the employee on issues of performance or conduct. A documented counseling may be administered to the employee by letter or by using the Documented Counseling form. The documented counseling may be implemented in conjunction with a formal Performance Improvement Plan (PIP). Failure to improve according to the instructions and the expectations of the documented counseling and/or the PIP may lead to disciplinary action. Guidelines for issuing a documented counseling:
Employee Name/Position Title:

Subject:

Dear:
Management Concern

· Purpose of the documentation: to review and summarize a meeting we had regarding this issue.

· Date of the meeting

· Location and who was present

· Specific reason that are the basis of the counseling

· Previous steps that have been taken to correct the issue, if applicable

Example:

The purpose of this letter is to summarize a meeting we had on (date) to discuss my concerns regarding your unsatisfactory job performance. You and I met in my office to specifically talk about your inability to complete your work in a timely manner. The expectations of your position are to have all reports checked for accuracy and submitted to processing unit within 48 hours of receipt. I have received several calls from the supervisor in the processing unit regarding late submissions and that causes a back-up in that area. Previously, on (date) we discussed my concern that you were getting behind and we discussed a plan of action to keep you current.
Expectations
· Employee’s explanation or response to issues that were addressed in the meeting

· Specific improvements or changes that must be made to correct the problem

· How the improvement will be monitored

· The time frame to make the improvements

· The consequences of failing to make improvements

Example:

In our meeting you stated that you were overwhelmed and had gotten behind. You admitted that the expectations were reasonable and you understood the need to check the forms and submit them to the processing unit within the 48 hour deadline. We will meet again in (30, 60 days or set a date) to discuss any improvements made in your work. Your failure to meet these expectations could lead to further corrective action.
Advisory Note: Management may elect to make the documented counseling a part of the employee performance management work plan by making the following statement in the letter: “Please be advised that this documented counseling will be attached to your Work Plan as a Special Review.” Should management elect this option, the letter is attached to the Annual Performance Evaluation in NCVIP at the end of the performance cycle.

Grievance Statement

This documented counseling is not grievable in accordance with the list of grievable issues in the Employee Grievance Policy.
Encouragement
I am confident in your abilities to improve and I look forward to a positive resolution.

Signatures:___________________________________Date________________

Documented Counseling Summary/Statement: Use this section as a follow-up after a meeting on issues of performance or conduct. (See Documented Counseling Guidelines) 
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