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COUNSELLING RECORD

	Employee Name
	[Name] – [Title]

	Manager/Supervisor Name
	[Name] – [Title]

	Date and Time
	

	Present
	[Name] – Organisational Development

[Name] - Support Person

[or] Employee confirmed they have elected not to bring a support person.


	Details of poor performance and/or behavioural problem discussed with employee (note specific areas of weakness or incidents)

	Concern
	Policy / Code of Conduct

	1. 
	
	[Code of Conduct] [Policy Name]
· Section or Clause

	2. 
	
	[Code of Conduct] [Policy Name]
· Section or Clause

	3. 
	
	[Code of Conduct] [Policy Name]
· Section or Clause


	The employee’s response to the issue(s)

	1. 
	

	2. 
	

	3. 
	


	The employee acknowledges the problem(s)
YES / NO
[Insert relevant details].


	The employee agrees to try to improve performance and/or behaviour 
YES/ NO
[Insert relevant details].


	Comments

	[Insert relevant details or delete if not appropriate].


	The following outlines Council’s expectations in the future

	[Insert Expectations]

	

	

	


	The following was agreed as the action to take to remedy the problem (detail specific actions, responsibilities and timeframes):

	Action

Who

When




	Signature of Manager
	
	Date
	

	Signature of Employee
	
	Date
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