
BONNEVILLE COUNTYPRIVATE 


EMPLOYEE COUNSELING AND DISCIPLINE RECORD
	EMPLOYEE’S NAME:       
	EMPLOYEE NO.:       

	POSITION TITLE:       
	DEPT./DIV.:       

	
READ INSTRUCTIONS ON THE BACK OF THIS FORM BEFORE COMPLETING

	 ACTION TAKEN:      FORMCHECKBOX 
 VERBAL WARNING                            FORMCHECKBOX 
  WRITTEN WARNING

  FORMCHECKBOX 
  PROBATION         FORMCHECKBOX 
  DISCIPLINARY SUSPENSION          FORMCHECKBOX 
  SUSPENSION PENDING DISCHARGE

 STARTING DATE:        

ENDING DATE:         

 FORMCHECKBOX 
 OTHER: (SPECIFY)       


	 REASON FOR ACTION: (ATTENDANCE, INSUBORDINATION, PERFORMANCE, ETC.) 

     

	 STATEMENT OF FACTS SUPPORTING ACTION: (DATES, EXAMPLES OF CONDUCT, ETC.)

     

	 PREVIOUS ACTION FOR SIMILAR OR RELATED MATTER?   FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO

 IF YES, GIVE DATE(S) AND ACTION TAKEN:       

	 CORRECTIVE ACTION REQUIRED:        

	Failure to meet these requirements will result in further disciplinary action up to and including dismissal.

	MY SIGNATURE BELOW IS TO ACKNOWLEDGE THAT I HAVE HAD AN OPPORTUNITY TO SEE AND DISCUSS THIS REPORT WITH MY SUPERVISOR.  IT DOES NOT NECESSARILY MEAN THAT I AGREE WITH ANY STATEMENTS CONTAINED HEREIN.
EMPLOYEE'S SIGNATURE: ___________________________________________________  DATE:  ___________________________

	SUPERVISOR'S SIGNATURE
DATE          

	DEPARTMENT HEAD'S SIGNATURE                                         DATE          

	PERSONNEL OFFICER'S SIGNATURE
DATE          




ATTACH SUPPORTING DOCUMENTS AND EMPLOYEE'S COMMENTS IF ANY
Revised 10/15/01

DISTRIBUTION:  Original - PERSONNEL(EXCEPT ON VERBAL ACTIONS)   Copy - DEPARTMENT   Copy - EMPLOYEE

INSTRUCTIONS
The purpose of counseling or disciplinary action is to improve or correct unacceptable performance or conduct.  The following steps should be taken as soon as a problem is identified:

1.
REASON FOR ACTION:  Identify the problem i.e. unexcused or excessive absence, tardiness, violation of policy or work rules, insubordination, conflict of interest, harassment of other employees, abuse of sick leave or other privileges or benefits, negligence or carelessness, failure to follow appropriate safety procedures, etc.

2.
STATEMENT OF FACTS:  Give date(s) and specific policy, work rule or standard which was violated.  Give specific examples of behavior or conduct being addressed such as: "John reported 15 min. late for his assigned shift on Oct. 3rd."  "The annual budget request for XYZ Dept. for which Ann is responsible was submitted 5 days late."  Be objective.  Stick to facts that you have personal knowledge of or which can be verified by records or witnesses.

3.
PREVIOUS ACTIONS:  Check the employee's file to see if there is a record of similar or related problems.  A record of numerous unrelated problems may also be a basis for more strict disciplinary measures.

4.
ACTION TO BE TAKEN:  Meet with the employee privately and give them an opportunity to explain.  Take a progressive approach using the following basic steps:  informal verbal warning, formal written warning, probation/suspension/transfer or demotion.  In determining at what level to initiate progressive action, take into consideration the seriousness of the matter and whether the employee knew or should have known of the rule, procedure or standard.  Consider whether the rule, policy or standard has been published in writing, how it was communicated to employees, how easy it is to understand, how long it has been in effect, how consistently it has been enforced.  Also take into account the employees work record and actions taken in similar cases.

5.
CORRECTIVE ACTION:  Counseling or disciplinary actions should be constructive.  Address the problem, do not attack the employee.  Explain why the performance or conduct is a problem for the county or department.  Try to involve the employee in establishing a realistic plan for resolving the problem and setting a time period to evaluate progress.  Consider increased supervision, additional training, changes in work assignments or methods, counseling through the employee assistance program, etc.

6.
DOCUMENTATION:  Informal verbal warnings for problems which would not usually be considered serious unless repeated should be documented on this form.  Only the supervisor and the employee need to sign the form and no copy should be placed in the employee's official record.  The first two copies should be retained by the supervisor and the third copy given to the employee.  Actions other than informal verbal warnings should be signed by the Department Head and the Personnel Officer and a copy placed in their official record.

7.
RECORD RETENTION:  Normally, Counseling and Disciplinary Records should be retained for at least one year.  Employees should be informed that they may request a review at that time.  If the Department Head determines the matter has been satisfactorily resolved, the record may be removed.

