DIRECTIONS: 	Copy the body of the below letter into an email or,  
		If sending this as an attachment,  place on dept stationery
		Highlighted areas need to be completed
		REVIEW with your HRC before sending.


		

DATE:		xxxx 

TO:           	Employee name, EID and title

FROM:       	Supervisor’s name and title

SUBJECT:    	Scheduling Formal/Final Counseling

On (Date), (DESCRIBE incident briefly—e.g. a serious safety violation occurred). This incident creates a need for a Formal/Final Counseling session where we will discuss Department/Unit/Division Name expectations and finalize strategies for your improvement.  Specifically, the areas that do not meet expectations are:

1. Violation of …

OR

We have met previously to discuss problem areas in your performance, to identify expectations and to develop strategies for improvement. Specifically, the performance areas that do not meet job expectations include the following:

1. Include the performance, behavior or conduct issue/s…

In an effort to resolve these performance deficiencies, I am scheduling a counseling session:  
DATE: 
LOCATION :
TIME : 

I have asked HRC Name, Human Resources Consultant, to be present.  Consistent with the SEIU (or appropriate) collective bargaining agreement, you are entitled to have a union representative present.  If you choose to have union representation it is your responsibility to contact your steward and ensure that they are prepared to participate in your counseling session.

I am attaching a copy of the draft Counseling Action Plan. I have identified the problem areas and my expectations. Please be prepared to discuss strategies for meeting the goals and objectives that are delineated in the Action Plan.

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:

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/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/.

If you have any questions or scheduling issues I can be reached at my office, 206 xxx-xxxx.

Attachment: 
Draft Counseling Action Plan

Cc: Name, Human Resources Director/Manager 
       HRC Name, Human Resources Consultant
       Personnel file
