














If after reviewing these factors the supervisor still has concerns, counseling
IS necessary and appropriate



Don't put off holding a counseling session. Failing to
address poor performance now could result in bigger
problems later.

































If any of these scenarios occurs, a counseling memo is appropriate
and necessary















Not coaching or counseling

Coaching

Coaching

Counseling, or discipline if the employee has been counseled previously



Investigation and counseling or discipline (based on severity)

Coaching or counseling depending on the circumstances. Is this the first time it happened?
Or has it happened frequentlye Did the employee miss their break time for some reason?

Counseling

Investigation and discipline (and EAP referral)









