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Conducting Effective Employee Counseling

It is very expensive to replace an employee who leaves because of a problem with performance or conduct.  This becomes particularly troublesome if the supervisor didn’t properly guide the employee to improve the conduct or performance problem.  The majority of employees will respond positively if the supervisor provides positive feedback on conduct or performance problems as soon as the supervisor becomes aware of the issue.  Many supervisors are reticent to address these problems because they don’t know the proper way to address the issue in an organized manner.

Supervisors and managers are generally not trained on one of their most important responsibilities, employee counseling.  This responsibility is one which is needed regularly, whether evaluating performance, discussing a conduct issue, of attempting to improve performance.  The art of conducting an effective employee counseling is a learned skill, and this course prepares the supervisor/manager with the skills needed to be effective in this process.

Content

· Why counsel

· Directive versus non-directive counseling

· Effective listening

· Effective communication

· Preparation for counseling

· Conduct versus performance issues

· Approaches for conduct and performance counseling

· Record keeping

· Practice counseling sessions

Training Objectives

· Understand the need for early counseling

· Understand the difference between directive and non-directive counseling

· Improve listening and communication practices

· Understand the differences between conduct and performance counseling

· Develop an appreciation for good preparation and record keeping

Methodology:  Lecture, group workshops, video tape, use of flip chart and PowerPoint presentation.  Non-confrontational instruction methods are utilized to maximize participation and learning.

Target Audience: Supervisors, managers, Employee Relations Professionals
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