
HR Form VI

Adopted:  12/21/2011
RECORD OF COUNSELING
EMPLOYEE:  ___________________________________________  DATE: ___________

DEPARTMENT/DIVISION: __________________________________________________ 

CLASSIFICATION: _________________________________________________________

==========================================================================================

I.
Be advised, by way of this record of counseling, that your performance is currently at a less than 

satisfactory level.  Deficiencies in your performance are as follows:  (attachment if needed)

a.  
II.
To bring your performance to at least the satisfactory level you must:  (attachment if needed)

a.  


b.  


c.  

Your performance will be reviewed again on ________, 20   to determine if all listed deficiencies have been corrected.

Your failure of refusal to correct the above listed deficiencies within the time frame provided will result in further disciplinary action up to possible termination of employment.
===========================================================================

Employee’s Comments:
Employee’s signature does not constitute agreement but acknowledges receipt of this form and that a copy of this form will be placed in the personnel file in the Human Resource Office.

________________________________________     __________________________________________

Immediate Supervisor



Date
  Employee Signature



Date

Copies to:        Human Resources

                        Appointing Authority

                        Employee


