Counseling Exercise Scenarios
1.  Employee has been between 15 and 25 minutes late on 4 separate occasions over the past 3 weeks.  You coached the employee about attendance two days ago after the third incident.  Today the employee was 20 minutes late.

2.  Employee has used 80 hours of unprotected sick leave over the past four months.  The annual sick leave average is 75 hours per year.  The employee is showing a pattern of calling in sick on Fridays and/or Mondays.    You coached the employee about attendance last Thursday.  The employee called in sick on Friday and again on Monday.
3.  Employee had an important report due by 5:00 p.m. on Friday.  It is now noon on Monday and you haven’t seen the report.  The employee did not notify you in advance that they were not going to meet the deadline, nor have they informed you why the report is late.  The report impacts funding for the program.  You have coached the employee before on the importance of completing their assignments by the deadline.
4.  You have just learned that an employee used the Bureau’s copy machine and paper to make copies of football plays for a Pop Warner Football team the employee helps coach.  You have coached the employee before about using City equipment for personal use.  

