Counseling Form
	Name:

	
	Position
	
	Date of Counseling
	

	Counseled by:

	
	Position
	
	Review Date
	


Stage of Counseling (tick appropriate box)


Verbal Counseling (

1st Written Warning ( 

2nd Written Warning ( 

	Performance Issue:           Refer back to the job description responsibilities and note the area  in which they are not meeting expectation
Cited examples:                Provide examples where the employee has not met performance expectations
Plan of activity to rectify  Jointly decide on a plan of action to improve performance. Ensure the employee has the skills and knowledge to undertake the role. Identify 

                                           additional training needs
Performance Target        Detail the performance expected ( please note that their may be several “performance targets”)set on sliding time scale
Action Date:                    Date that the Performance target must be reached or behaviour/ attitude changed.


	Performance Issue
	Cited examples
	Plan to Rectify
	Performance Target
	Action Date

	
	
	
	
	


( Please attach additional Pages should it be required.)

Further action: should performance remain unimproved in regard to the nominated “ Performance target” (as above) or required change within the appropriate time frame ( Action Date) then further performance counseling will be undertaken. This may include a formal written warning which may lead to the termination of  employment. It is the employees responsibility to keep their manager informed of their progress towards their performance Targets, and to let their manager know if they require additional support or training

	Employee
	Manager

	( Note any circumstance that have prevented you from performing expectations to date)


	(Note Here if the employee refuses to sign the acknowledgement Also have a witness sign the form)


Confirmation & Acknowledgement: I have read and agree with the content of this form. I undertake to improve my performance to meet the nominated performance targets by the action date. I will inform my manager of area’s in which I am experiencing difficulties and understand that my manager will work with me to assist me meet those targets. I understand that I will meet with my manager again on the review date to discuss my performance. I understand that failure to meet Performance Targets may lead to futher warnings counseling/ warnings/ termination of employment



Employee

Date

Manager 

Date

Witness


Date
Review Meeting: (Make notes detailing the meeting held and if performance targets were met. In the case where performance targets were not met the councelling process needs to progress to the next stage)
	Performance Issue Reviewed
	Performance Target Met

Yes/ No
	If no, what further action to be taken

	
	
	


