Employee Counseling (Oral)

NOTE: Some employee misconduct warrants disciplinary action on a first offense.  Less serious misconduct may be better handled through employee counseling. 
If you are unsure what is most appropriate for your situation, call the Labor and Management Employee Relations (LMER) Office at 703-699-1824 for assistance.
Supervisory Best Practices for Orally Counseling an Employee: 
1. Address minor misconduct and performance problems by orally counseling the employee as soon as possible after you become aware of the problem. If the conduct or performance does not improve following your counseling, contact the LMER office.  LMER will help you to understand your options for addressing employee conduct or performance problems more formally.
2. Set aside adequate time to address the issue and permit feedback from the employee. The meeting should always be held in a private place where the employee will not be embarrassed if the conversation is overheard by coworkers. 
3. The discussion should include specifically what areas of the employee’s conduct are inappropriate, or what areas of the employee’s performance are deficient, and why.  The discussion should also include specifically what you expect of the employee to correct these problems and the timeframes for doing so.  Lastly, you should also advise the employee that he/she may be subject to a disciplinary or performance based action if he/she fails to comply with your instruction.  The discussion should be constructive, focused, and specific and concluded on a positive note by emphasizing mutually beneficial goals.  
4. Notes should be kept to document the discussion and to record any specific agreements reached with the employee regarding expected changes to the behavior or performance.  The checklist below is an ideal way to record the happenings of the meeting.  All notes should be signed and dated.
5. If the supervisor feels it is appropriate, a copy of the written summary of the meeting can be provided to the employee.  A record should be kept that a written summary of the meeting was provided to the employee.  This can be done by sending the summary to the employee via email (with read receipt) and keeping a copy of the sent email (and receipt that the email was read) or having the employee sign and date the summary itself indicating receipt. 
6. Lastly, a follow up discussion should occur within a reasonable period of time following the counseling to let the employee know that he/she has corrected the conduct or performance—or that progress has not been satisfactory.

7. Contact the Labor and Management Employee Relations (LMER) Office at 703-699-1824 for assistance.  LMER will assist you by providing guidance on proper documentation, the appropriateness of a disciplinary action or performance based action, and the process that must be followed to propose a disciplinary or performance based action.
Employee Counseling (Oral)

Pre-Meeting Checklist:
Employee Name:
________________________________

Date of discussion:
________________________________

	Type of Problem:   ____Attendance     _____Performance     _____Other Behavior/Conduct



	Dates of previous discussions (if any):  _____________________  _____________________  _____________________



	Actual performance or behavior (include dates of misconduct):



	Desired performance or behavior:  



	Business reasons for change:



	Consequences of not changing:



	This sessions is intended to be:

                                                     __________  Coaching Session                   __________  Disciplinary Session


Post-Meeting Checklist:
	Employee agreed to correct the situation at the point of:

                                                                           _____  Describing the problem

                                                                           _____  Describing the reasons for change

                                                                           _____  Describing the consequences

                                                                           _____  Mandating compliance



	Summary of Discussion:



	Employee’s action items (what will the employee do to correct the situation):



	Other action items (what will others do to assist in correcting the situation):



	Employee comments on the situation:



	Date set for follow-up discussion:




_____________________________________________
    ____________________________________


Print Name (Person Administering Counseling)

    Title






_____________________________________________
   _____________________________________


Signature (Person Administering Counseling)
  
    Date



Please sign and date to knowledge receipt of this notice.  

_____________________________________________
    ______________________________________
Print Name (Person Receiving Counseling)

  
     Title






_____________________________________________
   _______________________________________

Signature (Person Receiving Counseling)
  
    
     Date
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