Final Counseling Memo Scheduling Session - Sample

Appropriate for:
Classified Non-Union staff, and employees covered by the following contracts:

SEIU Local 925 Non-Supervisory
SEIU Local 925 Supervisory 

SEIU Local 925 Research Tech

SEIU Local 925Research Tech Supervisory

SEIU Local 925 Medical Tech

WFSE Master

1199 RN

WSNA

Content

(1.)
Problem statement: prior counseling history, problem areas

(2.)
Reason for memo:


*to schedule formal/final counseling session


*time, date, place


*right for union representative to be present at meeting

(3.)
Focus of final counseling session

(4.)
One day administrative leave (decision-making day)

Example
SUBJECT:
Scheduling Final Counseling Session Memo

(1.) On August 22, 1998 we met in a formal counseling session and developed a “Formal Counseling Action Plan” to assist you in meeting work expectations in the following areas:

· rudeness to clients in person and on the telephone

· maintaining the program files

· proofreading correspondence and correcting errors before sending

We subsequently met to discuss your progress on September 23, 1998. While there was some improvement in the area of rudeness to clients in person, there continues to be significant problems with your performance in all the areas identified in the prior Formal Counseling session. As a result, (2.) I am scheduling a Final Counseling session for Monday, September 28, 1998 in my office at 9:00 a.m. I have asked Sally Jones, Senior Human Resources Consultant, to be present. <Consistent with Article xx of the xxx collective bargaining agreement, you are entitled to have a union representative present. If you choose to have union representation, it is your responsibility to contact your union.>
(3.) At this meeting we will be reviewing and discussing why the strategies developed in the Formal Counseling session did not work and develop a FINAL COUNSELING ACTION PLAN to address the performance issues that still do not meet expectations.

OPTIONAL:

(4.) Due to the seriousness of this action, I am placing you on a one day paid "decision making day" for you to consider the consequences of failure to follow the action plan and to meet supervisory expectations. This decision-making day will be on Tuesday, September 29, 2005. I am attaching a copy of the Formal Counseling Action Plan that lists the expectations and problem statements. If you have any questions I can be reached at 5555.
Attachment

cc:
Human Resources
