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DATE:		xxxx 

TO:	Name, 	Title, EID

FROM:		Name,Title

SUBJECT:	Formal/Final Counseling Follow-Up 

I am writing as a follow up to our Formal/Final counseling session held on Day, Month Date, Year. Also present at the meeting were Name, Title, Name, SEIU <or appropriate> representative and HRC Name, Human Resources Consultant. I found it necessary to implement the Formal/Final counseling step in the corrective action process because there continue to be areas in which you do not meet expectations. 

Attached is the finalized action plan [that we modified to incorporate several changes and ideas that you requested during the course of the meeting]. If you find that you need assistance in implementing the action plan or you have questions about your work, please let me know so that we can discuss any problems that you are having. It is important that your performance improve to an acceptable level. If there is not sustained improvement in the identified deficiency areas you will be subject to additional corrective action which could lead to your dismissal from employment at the University.

If you believe there are personal or medical factors affecting your ability to perform your job, the University has resources that may be of assistance to you:

[bookmark: _Hlk138950405][bookmark: _Hlk138949454][bookmark: _Hlk139626366]WA EAP - (Faculty and Staff Assistance Program) provides confidential counseling, parenting/eldercare support, as well as legal and financial services.   The toll-free phone number is: 1-877-313-4455 (TTY users: call WA Relay at 711). For more information, see the EAP webpage at: https://hr.uw.edu/worklife/employee-assistance-program/.

Disability Accommodation - The University of Washington provides reasonable accommodation for employees who may have a medical condition that impact their ability to perform their job duties. For more information, visit the Disability Accommodation web page at: https://hr.uw.edu/policies/disability-accommodation/.

Attachment:	Counseling Action Plan

Cc:	Name of local HR person, Title, Division
	HRC Name, Human Resources Consultant, Campus HR Operations & Services
	Personnel File
