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Documentation of Corrective Action 

 

Employee Name: Mitchell Johnson     

Position: Project Manager 
Employee No:  56484   
Department: Information Technology and Modernization 
Date of Employee Discussion: 27-Jun-2021 
 

Verbal counseling was conducted on [27-Jun-2021]. Verbal counseling has been conducted on 

approximately [ONE] previous occasions for: 

 

 The same behavior 

 Other behavior (see documentation) 

 

Purpose of Meeting: 

 Communicate that the employee’s behavior observed does not represent team norms or ABC 

Co.’s values. 

 

Summary of the discussion 

Document the employee’s inappropriate conduct or the performance that is expected to be lacking: 

Documented 27-Jun-2021 

 Respecting the Opinions of Others 

o In the 21-Apr-2021 team meeting, Mitchell repeatedly spoke over James and Erika, 

fellow team members. This prevented other team members from sharing their opinions 

and being heard. This behavior was a repeat of what occurred on 20-May-2021, which 

was discussed with her during a prior 1:1. 

 Acting as One Team 

o On 22-Apr-2021, it was raised to my attention, for a second time, which Mitchell had 

been speaking negatively about the team to other members of the Information 

Technology and Modernization organization. Gossiping about others is not healthy 

behavior and erodes team unity. 

o Respect for others and being negative of others is not a welcomed behavior at ABC Co. 

The employee is expected to: 

 Remediate her behavior to respect the opinions of others during team meetings (active 

listening). 

 Be mindful of how her actions and behaviors affect our team culture and the team dynamics 

(emotional intelligence) 

 Act in the best interest of the team  
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 Stop spreading gossip that presents unfavorably on the team (communication) 

 Use influence to raise the team standard positively (communication) 

 Act as a program manager and embrace the behaviors of a leader at ABC Co. 

 

Supervisor will: 

 Discuss the situation and specific behavior that is unacceptable with the employee 

 Assign additional training to the employee on: 

o Emotional Intelligence 

o Active Listening 

o Communication 

 Document the discussion and gap between acceptable and unacceptable behavior. 

 


