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UNSATISFACTORY PERFORMANCE 
Counselling Session Record Template 

 

 

This template can be used to record unsatisfactory performance issues. It is intended to be a record of a counselling session and 
provides documentation that demonstrates the University’s commitment to substantive and procedural fairness. This template is 
compliant with the process prescribed in the University of Adelaide Enterprise Agreement (as amended) – (Unsatisfactory Performance – 
clause 8.1) 
 
The supervisor should complete all sections prior to meeting with the staff member except those with an * asterisk, which should be 
completed with the staff member. 
 
For specific advice, contact a HR Advisor/Workplace Relations Consultant. 
 

STAFF MEMBER DETAILS  
 

Staff ID: __ __ __ __ __ __ __ School/Branch: ..................................................................................  Work phone: ......................................  

 
Title: ................  Family name: .....................................................  Given names (in full): .................................................................................  
 

RMO file No.:     ............................................................................  
 

COUNSELLING DETAILS   

Type of Counselling 

  First Counselling 

  Second Counselling 

  Third Counselling 

  Optional Follow-up (First/ Second/ Third) 

       (Please circle which counselling session this progress report relates to) 

Date of Counselling 
 

6XSHUYLVRU·V�1DPH 
 

6WDII�0HPEHU·V�5HSUHVHQWDWLYH·V�1DPH��LI�DSSOLFDEOH� 
 

6XSHUYLVRU·V�5HSUHVHQWDWLYH·V�1DPH�(if applicable) 
 

 

SUMMARY OF UNSATISFACTORY PERFORMANCE ISSUES TO BE DISCUSSED 

Detail below the main points of concern with the staff member’s performance, work habits, behaviour etc. 

DETAILS: 
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 ....................................................................................................................................................................................................  

 ....................................................................................................................................................................................................  

 ....................................................................................................................................................................................................  

 ...................................................................................................................................................................................  

 ....................................................................................................................................................................................................  

 ....................................................................................................................................................................................................  

 ....................................................................................................................................................................................................  

 ....................................................................................................................................................................................................  

  

http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/about/service-centre/
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DETAILS OF UNSATISFACTORY PERFORMANCE 

Detail below the specific examples of unsatisfactory performance. This m
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