LBFD

Proposed Written Counseling / Discipline / IP Format - “SOAPE” (3rd ed.)

Below is a brief description of the format to be used for a written formal counseling / coaching.  This is to be done after all fact finding and clear notification is identified as a need.  This format generally follows those for a Staff Study Report and is presented as the follow-up to the “Eight Step Process”.
The elements remain consistent; however, consequences are graded to the behavior.  


1) Subjective / Summary (Descriptive)

a) Introduction

i) Inform that there is a potential for discipline, if applicable 

b) Brief description of behavior, from your perspective.
c) Distillation of the entire document in a few sentences. 
d) This section is presented first; however written last. 

2) Objective (Descriptive)

a) Clear, critical description of behavior. (Anyone can see it.)
i) No emotion

ii) Chronologic
iii) Frequency 

iv) Factual

v) Identify witnesses

b) Report the individual’s comment’s and responses to the 
Counseling / Coaching.
c) Include actual negative consequences of action.

3) Assessment (Explanation)
a) Reference the violation.

i) P & P’s

ii) Standards

iii) Common Practice

iv) Crew Resource Management

b) Describe potential consequences of future similar actions

4) Plan (Administrative Consequences)
a) Potential Treatments: 

i) EAP (Employee Assitance)

ii) CAP (Constructive Action Plan)
iii) Plan for Improvement

iv) Discipline recommendation

v) Additional Training

b) Outline future potential progressive discipline in general terms. 

5) Evaluation (Administrative Controls)
a) Remediation (Treatment) follow-up 

i) Establish specific time frame

ii) Establish specific behavior change(s) required. 

iii) Establish metrics

ob·jec·tive�Function: adjective�1 a : relating to or existing as an object of thought without consideration of independent existence — used chiefly in medieval philosophy b : of, relating to, or being an object, phenomenon, or condition in the realm of sensible experience independent of individual thought and perceptible by all observers : having reality independent of the mind <objective reality> 3a c : of a symptom of disease : perceptible to persons other than the affected individual d : involving or deriving from sense perception or experience with actual objects, conditions, or phenomena <objective awareness> <objective data> �3 a : expressing or dealing with facts or conditions as perceived without distortion by personal feelings, prejudices, or interpretations <objective art> <an objective history of the war> <an objective judgment





sub·jec·tive�Function: adjective�2 : of or relating to the essential being of that which has substance, qualities, attributes, or relations �3 a : characteristic of or belonging to reality as perceived rather than as independent of mind : �4 a (1) : peculiar to a particular individual : � HYPERLINK "aol://4344:1708.D0050882.40158916.672503529" �PERSONAL� <subjective judgments> (2) : modified or affected by personal views, experience, or background <a subjective account of the incident> 
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