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AIMS AND OBJECTIVES  

An employer must ensure that counselling and disciplining of employees is fair and equitable 

by following standard guidelines for these procedures.  

RESPONSIBILITIES  

Senior management is to develop and implement a counselling and discipline procedure which 

is to be used whenever counselling or disciplining of an employee is necessary, and to ensure 

that all staff and employees are aware of the procedure, and are familiar with and understand 

the steps involved.  

Line management and those responsible for counselling or discipline are to adhere to the 

counselling and discipline procedures whenever counselling or discipline of an employee is 

necessary.  

IMPLEMENTATION  

1. WORKPLACE COUNSELLING  

Counselling skills must be learnt and can only improve with practice. The aim of workplace 

counselling should not be to solve all the problems in a person’s life, but to assist them with 

difficulties that they may be experiencing at work.  

Counselling in the workplace is to assist in the identification of workplace related problems, 

such as poor performance. When personal problems such as depression, alcohol or drug 
dependence, or marital or family problems are encountered, it is important that employees be 

referred to the appropriate experts. 

2. EFFECTIVE COUNSELLING CHECKLIST  

DO’S DON’TS 

Give the employee recognition Do not assume the role of a stern parent 
scolding a child 

Provide a warm atmosphere of communication Do not moralise 

Encourage the employee to gain insight into the 
problem 

Do not threaten the employee with the likely 
repercussion if they don’t get their act together 

Give the employee a clear picture of all their 
strengths and weaknesses 

Do not get into an argument 

Encourage the employee to bring out any 
conflicts, personal problems and ideas 

Do not cut off the employee’s comments 

Suggest steps to rationalise the problem or 
improve performance 

Do not give the employee false hope 

Create a desire with the employee to change Do not expect a dramatic change in the 
employee after one counselling session 

Build a level of support that is conducive to both 
friendliness and efficiency 
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3. FOLLOW UP  

Immediate improvement should not be expected after one counselling session – the employee 

will need time to adjust and probably some time to steadily improve. Management should be 

committed to the counselling process, and recognise and reward an employee’s efforts to 

improve.  

If counselling does not solve the problem, the employee may have to be formally disciplined. 

All employees should be familiar with the disciplinary process, and understand the steps 

involved. If the situation is such that an employee may be dismissed, it is essential to 

document and substantiate all actions taken.  

4. SAMPLE DISCIPLINARY PROCEDURE  

1. Employees who are performing in an unsatisfactory manner are to be counselled so 

that they understand the standards expected of them. Assistance and guidance is to be 

offered to them in order that they may reach the expected standards.  

2. Confidential records of any counselling session must be made and the employee shown 

and given a copy of the written record and be given an opportunity to respond to the 

comments on that record. This can be done in writing or orally. The record will be 

placed on the employee’s personal file only after the employee has been afforded the 

opportunity to respond and add any notations to counselling records.  

3. Employees whose performance or behaviour is unsatisfactory are to be given adequate 

time to demonstrate a willingness to improve. If, in the opinion of the employer, the 

employee has not shown a willingness to improve, a final warning in writing can be 

issued to the employee. This written warning will inform the employee that disciplinary 

action up to and including dismissal may be taken if the employee does not cease the 

unsatisfactory performance or behaviour immediately.  

4. The employer also has the right to summarily dismiss an employee for serious and 

wilful misconduct, e.g. Theft, fraud, violence and significant contravention of WH&S 

procedures.  

5. The employee has a right to have another employee or union representative present as 

a witness at every stage of the disciplinary process. 

5. WARNINGS  

An employee should be given the opportunity to improve their performance or behaviour 
except in cases of serious and wilful misconduct, when summary dismissal is warranted. An 
employer should not issue a large number of warnings as this could give the impression that 
the misconduct is not serious and will not merit instant dismissal. Employees must be made 
aware that the number of warnings is not open-ended.  

*There is no set number of verbal warnings that must be given to an employee about 
unsatisfactory performance or conduct. Where an employer is looking to rely on prior 
warnings to dismiss an employee, there is great risks if they only were given verbal warnings. 

At least one warning of dismissal which should clearly state –  

 Instruction for improvement of conduct and/or performance. 

 A set time for review of behaviour and /or work performance.  

 That dismissal might occur if the problem(s) continues. 



More than one warning might be appropriate depending on factors such as –  

 The employee’s length of service.  

 The particular nature of the conduct or performance, and  

 The number of previous of warnings.  

A written warning (with a copy kept for records) is the preferable form of warning (although a 
verbal warning may be acceptable in some instances e.g. minor issues). Ideally, this should be 
signed by the employee as an acknowledgement of receipt of the warning if possible but is not 
necessary.  

*There is a common myth that an employer has to give 3 written warnings before dismissing 
an employee. If the poor performance and /or conduct is bad enough and the employee has 
been given several verbal warnings, an employer can issue a First and Final Written Warning 
before dismissal. 

If members wish to discuss this further please don’t hesitate to call Clubs SA on 8290 2200 or 

0448 273 355. 
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