CLERK OF THE SUPERIOR COURT

MARICOPA COUNTY

To:  

Employee Name, Position Title


From:  

Supv./Mgr. Name, Position Title



 

Date:  

Date
Subject:  
Written Counseling  

This letter is a written counseling for your display of (describe behavior i.e. insubordinate, repeated pattern of unprofessional behavior in the workplace.) As a POSITION TITLE and (if it is a tenured or senior team member include the years of service as follows) an employee of more than __ years, you are in a highly responsible and visible position.  As such, it is essential that you continuously display professional and courteous behavior to employees, other agencies and the public. 

Provide description of behavioral issue or summary of the complaint. Include date, witnesses and how you received the complaint or if it was directed towards you.  

Summarize your conversation or how you immediately addressed the behavior with the employee. (i.e. On ____, Manager and I met with you to discuss the complaint. During that meeting you acknowledged that you did ___.) 

If applicable, provide examples of previous occurrences. Can be summarized or separated into bullets. (i.e. Below you will find occurrences of your unprofessional behavior previously addressed:)

· i.e. Annual Evaluation for the period of 4/2017 through 3/2018 - Interactions with others section contains notation that there are times …. 

· i.e. June 6, 2018 – Documented discussion regarding the manner in which you approached… 

The behavior displayed in your interactions with… was unprofessional, constitutes misconduct, and will not be tolerated.  The Maricopa County Code of Conduct policy 2416 states, “Employees’ on-duty… communications shall be professional, courteous, and free from derogatory or disparaging comments. Employees shall treat other Employees, subordinates, and supervisory staff respectfully and courteously.” You are expected to demonstrate immediate and sustained improvement in your interactions with all staff and follow all reasonable and lawful orders from your supervisory team whose duty is to assign and direct work. Any future violations of policies and procedures may result in further disciplinary action, up to and including dismissal.  

Your signature below is an acknowledgement of your receipt to this document.  You may submit a written response within five (5) business days that will be attached to this document and placed in your personnel file. 

___________________________​_________

____________

Employee Acknowledgement



Date 

__________________________​​__________

____________

Supv./Mgr. Name, Position Title


Date

__________________________​​__________

____________

Witness





Date

Visit us at our website:  www.clerkofcourt.maricopa.gov


