PREP SHEET FOR COUNSELING
1-Describe problem in objective terms; if necessary gather additional data and/or validate the facts of the situation
2-Describe the impacts or consequences of the behaviors 
3-Are the impacts/consequences serious? Explain?

4-Review performance history. What has been done so far to address the problem (include actions you have taken as well as actions by other supervisors/managers). For example: 
a. How long has the problematic performance or behavior been going on?
b. Have you clearly communicated expectations?

c. Have you talked with employee? 

d. Do you have documentation?

e. Has the employee received regular performance evaluations? 

