[Company Logo]   [Company Name]
EMPLOYEE COUNSELLING RECORD
	Company:
	[Company Name]

	Department / Site:
	[Department] / [Work Location]

	Period:
	[Month / Quarter, Year]

	Maintained by:
	[HR Name]



Confidential. This register summarises counselling sessions. Detailed notes are kept in the individual counselling forms referred to in the last column.
	Sr.
	Date
	Employee Name
	Employee ID
	Concern Category
	Counselled By
	Outcome / Agreed Action
	Follow-up Date
	Status
	Form Ref.

	1
	[DD/MM/YYYY]
	[Employee Name]
	[Employee ID]
	[Attendance]
	[Reporting Manager]
	[Agreed action]
	[DD/MM/YYYY]
	[Open / Closed]
	[Reference Number]

	2
	[DD/MM/YYYY]
	[Employee Name]
	[Employee ID]
	[Work quality]
	[Reporting Manager]
	[Agreed action]
	[DD/MM/YYYY]
	[Open / Closed]
	[Reference Number]

	3
	[DD/MM/YYYY]
	[Employee Name]
	[Employee ID]
	[Behaviour]
	[HR Name]
	[Agreed action]
	[DD/MM/YYYY]
	[Open / Closed]
	[Reference Number]

	4
	[DD/MM/YYYY]
	[Employee Name]
	[Employee ID]
	[Process adherence]
	[Reporting Manager]
	[Agreed action]
	[DD/MM/YYYY]
	[Open / Closed]
	[Reference Number]



Concern Categories
1. Attendance / punctuality
1. Work quality / targets
1. Behaviour / communication
1. Process or policy adherence
1. Safety practice
1. Other
Monthly Summary
	Total sessions held
	 

	Follow-ups completed
	 

	Follow-ups overdue
	 

	Cases escalated to formal process
	 

	Comments
	 




	______________________________
Reviewed by
[HR Name]
Date: [Date]
	______________________________
Department Head
[Name]
Date: [Date]
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