PRAIRIE VIEW A&M UNIVERSITY

A Member of the Texas A&M University Systam

Record of Verbal Counseling

Name: Date:

The Record of Verbal Counseling serves as an opportunity to provide the student with a verbal
notice to correct an action prior to anything appearing in their personnel file. Student’s not
showing improvement in the action will receive a written warning letter to be placed in their
personnel file at the Student Employment Office, followed by potential termination.

[ 1 Excessive Absence

[] Tardiness

[ ] Failure to complete timesheet

[ ] Failure to properly clock in and out
(timesheet)

[ 1 Inconsistency in time worked and time
enter on timesheet

[ ] Failure to follow instructions

[ ] Failure to adhere to deadline(s)

Summary of violation

[ ] Harassment

[ ] Failure to call office when not
reporting to work

] Violation of confidentiality

] Failure to complete assigned task

] Violation of dress code

] Insubordination

] Unwillingness to be a team player

[
[
[
[
[
[ ] Other

Summary of corrective plan of action

Supervisor Signature:

Date:

Department Head Signature:

. Date:

Student Employment Office, Office of Human Resource
P.O. Box 519; Mail Stop 1337

Prairie View, Texas 77446-0519

Phone (936) 261-1793  Fax (936) 261-1734

www.pvamu.edu



