	Type of Action

□ Record of Verbal Warning

□ Written Reprimand

□ Written Reprimand w/         

   Discipline Action

□ Suspension and Discharge




KLAMATH COUNTY

COUNSELING STATEMENT

	DATE:
	
	UNION REP (if applicable):
	


	TO (employee name & position):
	

	
	

	FROM (supervisor name & position):
	


	I have made the following observations of the above employee’s conduct:
	

	


	I have informed this employee of the following standards that will be expected in the future: 
	

	


	These standards are important because of the following impact on the work environment:
	

	


	I have advised this employee that if the above standards are not met, the following consequences will occur:
	

	


	These matters will be reviewed within
	
	days/or on
	
	date.


	Disciplinary action taken:
	

	


	Comments:
	

	


 (Only if employee refuses to sign)

Supervisor: ______________________________________________          Witness: _______________________________________________


   Signature                                                       Date    
                     Signature


                Date

EMPLOYEE STATEMENT

I have read and received a copy of the above statements. I do / do not wish to submit written comments of my own about this matter.

Comments:__________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________





                      __________________________________________                ___________________

KCHR#34A (REV 04/11)

                       Employee Signature


                          Date
