Final Counseling Follow-Up Memo - 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 925Research Tech

SEIU Local 925Research Tech Supervisory

SEIU Local 925 Medical Tech

WFSE Master

1199 RN

WSNA

Content

(1.)
Acknowledgment that session took place

(2.)
Identifying “decision making day”

(3.)
Attachment of finalized copy of Action Plan

(4.) Identification of monitoring mechanism

(5.)
UW CareLink and health care provider referral.
Example
SUBJECT:
Final Counseling Session Follow-Up Memo

(1.) I am writing as a follow up to our final counseling session and (2.) your decision-making day off on Month Day, Year. I found it necessary to implement the final counseling step in the corrective action process because there continues to be areas in which your job performance does not meet expectations for your position. The areas we discussed include:

· rudeness to clients on the telephone

· maintaining the program files

· proofreading correspondence and correcting errors before sending

(3.) Attached is the Action Plan that we (modified/left in place). (4.) We will continue meeting at (time), (day), in my office. However, if you have questions about your work please let me know so that we can resolve them. It is important that your performance improve to an acceptable level. If it does not, I will recommend that your employment be terminated.

(5.) If you believe there are personal or medical factors affecting your ability to perform your job, the University has resources that may be of assistance to you:

UW CareLink - (Faculty and Staff Assistance Program) provides confidential counseling, childcare and adult/elder care consultation and referral, as well as legal and financial services.   The toll-free phone number is: 1-866-598-3978 (TTY: 1-877-334-0489). For more information, see the UW CareLink website at: http://www.washington.edu/admin/hr/benefits/worklife/carelink/index.html
Disability Accommodation - The University of Washington provides reasonable accommodation for employees who have a medical condition that affects their ability to perform their job duties. For more information, see the Disability Accommodation web page at: http://www.washington.edu/admin/hr/polproc/accommodation/accomrequestproc.html
Attachment

cc:
(HR Operations Office)
Revised: July 18, 2012


