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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Counseling Session Policy: 5.1.008.1 Pages: 2 

Standards: General Policies Effective Date: 03/01/2021 Revised Date: 05/22/2024 

 
I. PURPOSE: 

If an employee’s performance has started to decline, or there is a specific issue with an 

employee’s job performance that needs to be addressed, a director or supervisor may 

hold a counseling session with the employee. 

 

II. POLICY STATEMENT: 

The Township promotes a positive and successful work environment.  A counseling session 

allows a director or supervisor to work one on one with an employee to improve 

performance or address a specific issue that is affecting the overall performance of an 

employee.  A counseling session is used to develop plans that will improve the 

employee’s performance consistent with the employee’s job description aligned with the 

needs of the Township.  Counseling is intended to assist an employee to improve their 

performance and avoid disciplinary action. 

 

III. SCOPE: 

All employees of the Charter Township of Northville.  Union employees are covered to the 

extent that the Collective Bargaining Agreement does not cover the issue. 

 

IV. DEFINITIONS: 

1. Director – an employee’s department head. 

2. Supervisor – an employee’s direct supervisor, if they do not report directly to their 

department director. 

 

V. PROCEDURES: 

1. The counseling process is initiated and executed at the department level by the 

director or supervisor and is not discipline.  It is a face-to-face communication 

between the director or supervisor and the employee, conducted in private, and is 

intended to have a constructive goal of providing feedback to the employee to 

correct the employee’s performance. 

 

a. If the employee’s performance is not corrected and/or improved following a 

counseling session, the documented counseling session will be used in 

progressive discipline, per 5.1.008 Disciplinary Policy. 

 

2. Counseling sessions are to be documented on the Counseling Session Form.  The 

director or supervisor will give the original to the employee and retain a copy for their 

records.   

 

3. The Counseling Session Form is a summary of the counseling session.  The form should 

not include other matters that were not discussed in the counseling session.  They 
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should be concise and clear and only include factual information.  They should also 

include any follow-up that was discussed or expectations that were set for the 

employee. 

 

VI. FORMS: 

5.1.008.1A Counseling Session Form 

 

VII. ENFORCEMENT: 

Employees who violate this policy are subject to disciplinary action, up to and including 

termination. 

 

VIII. RELATED INFORMATION: 

5.1.008 Disciplinary Policy 
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