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FORMAL/FINAL COUNSELING ACTION PLAN
 To: Employee Name, EID, Title
From: Supervisor Name, Title
Hire Date: MM/DD/YYYY
Date of Counseling Meeting: TBD
(There is an example located on page 3 for your reference)


	Performance/Behavior Problem

	BEHAVIOR/CONDUCT/PERFORMANCE [whichever applicable]: concisely state issue
You were previously informally coached about this on [date(s)], and yet your [behavior/conduct/performance] is still unsatisfactory. [if this is a final counseling action plan, mention when the formal counseling took place, as well.]
Recent Example(s):  
 Cite examples that have taken place since the informal coaching.
Impact:
  Describe impact.


	Expectation

	Include expectations. [Cite policies, procedures, etc. when applicable.]
Action to be Taken:
Cite actions.
Time Frame:
Cite timeframe. 





	Performance/Behavior Problem

	BEHAVIOR/CONDUCT/PERFORMANCE [whichever applicable]: concisely state issue
You were previously informally coached about this on [date(s)], and yet your [behavior/conduct/performance] is still unsatisfactory.
Recent Example(s):  
 Cite examples that have taken place since the informal coaching.
Impact:
  Describe impact.


	Expectation

	Include expectations. [Cite policies, procedures, etc. when applicable.]
Action to be Taken:
Cite actions.
Time Frame:
Cite timeframe. 


	
If you have questions regarding these expectations, please discuss with me immediately.

For final CAPs:  Your conduct within the work environment must comply with department and University’s policies and procedures. Failure to adhere to these expectations may result in further corrective action, up to and including dismissal. 

WA EAP is available for all employees to confidentially discuss workplace and/or personal issues. https://hr.uw.edu/worklife/employee-assistance-program/; 877-313-4455.




Examples: (Delete this once you’ve drafted a CAP for your employee.)

	Performance/Behavior Problem

	PERFORMANCE: Encumbrance reports are late and/or inaccurate. 
You were previously informally coached about this on November 20, 2023, and yet your performance is still unsatisfactory.
Recent Example(s):  
1) The March 2024 encumbrance report was 10 days late. The department was unable to make necessary purchases in a timely way and was unable to take advantage of a promotional discount. Some colleagues were left scrambling to get their work done in a timely way at the end of the month.
2) The April 2024 encumbrance report was on time but had several errors. As a result, some departments made spending decisions because they were under the impression they still had funding available. In actuality, these budgets went into deficit.
Impact:
When reports are late, others who depend on the reports to make informed decisions are unable to complete their work in a timely manner. When reports are inaccurate, others may make detrimental decisions based on faulty data. This results in a lack of trust in our work product and reflects poorly on our department. 

	Expectation

	Encumbrance reports are due on the 12th of every month and should be error-free.
Action to be Taken:
1) Set Outlook tasks and reminders such that you are able to submit your report on time. Allow enough time for your Fiscal Specialist colleague to have a full day to proof read your work and serve as a check on accuracy.
2) Register for xx class offered through POD….. Notify me when you have enrolled in, and then completed, the class.
Time Frame:
Immediately and in a sustained fashion.




	
If you have questions regarding these expectations, please discuss them with me immediately.

For final CAPs:  Your conduct within the work environment must comply with department and University’s policies and procedures. Failure to adhere to these expectations may result in further corrective action, up to and including dismissal. 

WA EAP is available for all employees to confidentially discuss workplace and/or personal issues. https://hr.uw.edu/worklife/employee-assistance-program/; 877-313-4455.



SUPERVISOR/MANAGER SIGNATURE: ________________________________________	 DATE: _________________________



