POLICY AND PROCEDURE

POLICY:    Corrective Action

OVERVIEW STATEMENT

Sometimes it is necessary to administer corrective action to employees, up to and including termination.   Whenever possible, disciplinary action will be taken with the intention of correcting performance and/or conduct problems with employees.  

POLICY

The company retains the right to apply corrective action individually with the merits of each matter without creating precedents for the treatment of other incidents that may arise in the future.

The immediate supervisor must approach corrective measures in an objective manner.  If the employee’s overall work performance is the issue, the supervisor should generally look to see that proper instructions, appropriate orientation, and training have been provided to the employee and that the employee is aware of the job expectations.  If misconduct is the issue, the supervisor should take steps to make sure that the employee has been made aware of the policy and regulations regarding the infraction.  If in either case appropriate instruction or information was not communicated, a plan for such should be immediately developed and reviewed with the employee prior to administration of formal corrective action.

Perhaps the most important aspect of the corrective action procedure is written documentation to support corrective measures and to detail the situation.  Every supervisor will be responsible for providing an accurate and objective assessment of the employee’s performance or behavior prior to taking formal corrective action with an employee.  The assessment and documentation must be based on factual evidence and not assumptions.  Thorough documentation includes such items as the supervisor’s direct observations and those of eyewitness or other employees directly involved in the situation. 

The supervisor should meet with Human Resources to discuss appropriate disciplinary measures prior to administrating corrective action to the employee.   The following factors will be taken into consideration in determining the type of corrective action that needs to be taken: the seriousness of the problem, the employee’s overall work history, previous corrective actions, as well as action taken in the past in similar situations.

The first step in the progressive corrective action procedure is a verbal notification to the employee.  An individual conference should be used to fully explain and discuss the nature of the offense and how it is negatively impacting the employee, department and/or agency.  The intent of a verbal warning is to make the employee aware that a problem exists and to develop solutions to resolve the problem before it becomes serious.  Employees are not required to sign acknowledgement of a verbal warning.

The second step, or first step in serious offenses, is a written warning.  When a verbal warning has not corrected an infraction, or the infraction is very serious, the employee should receive formal corrective action in the form of a written warning.  The supervisor should collect documentation and meet with Human Resources to decide appropriate correction action steps.  Actions that will be considered include a probationary period and/or an action plan.

A written notification of the employee’s violation of agency policies should outline the specifics of the conduct for which the employee is being reprimanded and include the consequences of further action should improvement not be met within a reasonable time period.  Both the employee and the supervisor should sign the written document.  The employee should be allowed to write a statement regarding the circumstances.  If an employee refuses to sign a written notification of corrective action, explain to the employee that their signature acknowledges discussion regarding the terms of the corrective action.  Even though the employee refuses to sign the document; the terms of the document are still in effect.  The supervisor should indicate on the corrective action form the employee’s refusal to sign acknowledgement.  The written reprimand is to be placed in the employee’s personnel file.  The employee would not receive a copy of the written corrective action unless they signed the document. 

If the employee is placed on corrective action probation, the probation is to be initiated in writing and signed by the employee and the supervisor.  A copy should be given to the employee as long as the document bears the employee’s signature.  The probationary plan should contain specifics of conduct for which the employee is being placed on probation and the specific criteria that must be met for the employee to be removed from probation status.   Employees on corrective action probation are not eligible for annual leave during the probationary period.

An employee may be placed on suspension, with or without pay, depending on the circumstances of the misconduct.  Examples of infractions leading to suspension would include serious violation of policy, activity in opposition to the stated aims, requirements or goals of the agency or an infraction of ethics.    A suspension may also be used to conduct a thorough investigation of a matter prior to taking action toward an employee(s).  The employee must be notified of the suspension decision including specific details of the suspension, the duration of the suspension and the requirements for returning.    An employee on suspension is to leave the work place upon notification of suspension and should not report to work until instructed to do so by Human Resources.  

A decision to terminate the employee may be considered with prior approval from the Human Resources for the following reasons:

· Misconduct:  failure to abide by written company policy or activity in opposition to the aims and goals of the agency, acts which are specifically prohibited under agency policies or actions of insubordination may constitute a basis for termination.

· Malfeasance:  the misuse of official position to accomplish an improper purpose.  An employee, who violates the law through acts, or uses other serious and willful offensives against the law or regulations, may be terminated immediately without warning.

· Failure to meet the terms of probation.

All decisions to suspend and/or terminate active employment will be provided in writing to the employee by Human Resources.

The following standards should be upheld when applying corrective action to any employee.  The incident for which the employee is being disciplined should be properly documented with detailed information.  Human Resources must approve all corrective action prior to administration.  All corrective action discussion would be conducted in a private setting.  The supervisor may wish to have another supervisor present during a corrective action session.  The supervisor should give the employee an opportunity to defend their position or to elaborate on circumstances regarding the matter.  All employees should be treated in a respectful manner by their supervisor at all times.  All corrective action should be given with recommended actions the employee must take to improve their performance behavior.  The conference should cease immediately and be re-scheduled if the discussion becomes elevated.

