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INSERT YOUR LOGO HERE



POOR WORK PERFORMANCE COUNSELLING SESSION

(First counselling session tick sheet)

Name of employee: 
………………….……………….. 

Employee number: 
……………………………………  

Date of investigation: 
…………………………………… 

	1.
	The chairperson/facilitator is responsible for taking notes or appointing a secretary to perform this task.
	

	2.
	Write down the names of people present at the investigation.
	

	3.
	Ask the employee whether he/she received a notice to attend this meeting.
	

	4.
	Does the employee require representation?
	

	5.
	Ask whether the employee has had sufficient time to prepare for this meeting (Y/N). If the answer is no, determine why not and whether a postponement should be granted.
	

	6.
	Ask management to state why they have deemed it necessary to convene this investigation.  

(Management is to describe in detail the required work performance outlining the job description, KPA’s, targets, performance standards etc.)
	

	7.
	Ask the employee to respond and confirm whether he/she agrees with the required performance as outlined by management.
	

	8.
	Ask management to describe in detail the concerns that they have regarding the employee’s current work performance and where the employee falls short of the required work performance.
	

	9.
	Ask the employee to respond and confirm whether he/she agrees with management’s assessment of his/her performance, so he/she can give reasons/an explanation for his/her current performance. If the employee does not agree with the employer’s assessment of his/her performance, why not.
	

	10.
	Ask both parties to present what in their view constitutes a possible resolution to the situation.
	

	11.
	The chairperson should evaluate both parties’ suggestions, and ask relevant questions and give suggestions regarding a possible resolution.
	

	12.
	Request the company to determine a relevant time period within which the employee is to rectify his/her performance and to perform according to the required standard. This period should be reasonable given the nature of the job.
	

	13.
	Ultimatum: The employee is to be made aware that should the concerns regarding his/her performance not be rectified within the prescribed time period, then his/her services may be terminated. (This must be clearly and unambiguously worded.)
	

	14.
	Way ahead: The parties must discuss what shall take place during the specified time period for improvement (i.e. evaluation, training, guidance, instruction, counselling).
	

	14.1
	The employee must be informed that should he/she require any assistance that he/she should approach his/her direct superior.
	

	14.2
	Recurring evaluations sessions should be scheduled during the time period for improvement.
	


…………………………………………..

Signature of chairperson

…………………………………………..

Designation

…………………………………………..

Date

I have been handed a copy of this document and was informed of its contents.

…………………………………………..

Employee’s signature

…………………………………………..

Date

(Please ensure that a completed copy of this form, its annexures and all documentary evidence is kept in a safe place. A duplicate copy of this bundle should be handed to the employee concerned.)
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