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POLICY

This policy establishes broad guidelines designed to achieve fair and equitable treatment for all employees.  Employees are employed at will, meaning they or the company can end the employment relationship anytime, for any reason.
PROBATIONARY PERIOD EMPLOYEES

The Corrective Action Guidelines in this policy do not apply to probationary period employees (employees who are within their first 90 days of employment with the company).

Beginning with the employee’s first day of work, the employee will start a probationary period that lasts up to 90 calendar days.  This probationary period is a time for mutual probationary and evaluation.  Employees will learn what is expected of them and what level of performance and conduct is required.  The probationary period may be extended if an employee misses a significant amount of time during their first 90 days, with approval from the Vice President, Talent Management.

Probationary period employees (both exempt and non-exempt) will be separated during their first 90 days of employment for failure to meet company standards, including but not limited to, unsatisfactory performance or unacceptable conduct.  Leaders are encouraged to inform probationary period employees of conduct or performance deficiencies prior to the decision to separate.

This probationary period is not a guarantee of employment for 90 days, and successful completion of the probationary period does not alter a team member’s employment at will status and does not guarantee future employment.  Employees do not receive an additional 90-day probationary period due to transfer, promotion, demotion, etc.

Corrective Action Guidelines do apply to all non-exempt and exempt employees who have completed 90 days of employment with the company.

APPROVAL
Before any Corrective Action is taken, it must be reviewed and approved by the following individuals:

Vice President of Department, Vice President of Talent Management and/or the President and CEO.

UNSATISFACTORY PERFORMANCE VS UNACCEPTABLE CONDUCT
Unsatisfactory Performance is the failure or inability of an employee to satisfactorily perform assigned duties to standards set by the company.

Corrective Action for “Unsatisfactory” performance consists of up to five progressive guidelines:  1) Written 2) Final 3) Decision Day 4) Suspension 5) Separation
Written
The first step of formal documented performance corrective action. The performance corrective action form is forwarded to Talent Management for review and a copy is placed in the employee’s personnel file.

Final
Second counseling after written counseling has occurred. May be the first formal performance corrective action counseling for more serious infractions.

Decision Day
Third counseling after final counseling has occurred. May be the first formal performance corrective action for more serious infractions.

Suspension Used when immediate performance corrective action is necessary and, in management’s judgment, the employee should not continue to work until the matter is resolved.

Separation Final performance corrective action counseling.  Used as the ultimate remedy for previously discussed infractions or performance issues that have not been resolved by employee, or for events so egregious as to merit discharge.
Unacceptable Conduct is conduct or behavior of an employee that is unacceptable (e.g., theft, harassment, Insubordination) that may or may not be related to the employee’s job duties.

Corrective action for unacceptable conduct depends upon the type of conduct involved and can result in immediate separation.  

DEFINITIONS
Decision Day — Performance corrective action that requires the employee to take one day to decide whether to return to work with commitment to meet expectations or resign. In addition, the employee needs to return to work from Decision Day with a written action plan of how they plan to improve and meet expectations going forward and present to their supervisor upon return to work. Employees are to take this day without pay. 
Discharge — Separation of employment as initiated by the employer.
Performance Expectations — Guidelines for the employee’s job/employment as communicated by management, job descriptions, administrative policies, as well as those standards that the employer may reasonably expect to be met.

Resignation — Separation of employment as initiated by the employee.

Suspension — Performance corrective action that requires an employee to take one or more days without pay. Pay may be reinstated once the matter is investigated and resolved, if appropriate.

1. Performance corrective actions and expectations are documented on the Performance Corrective Action Form and retained in the employee’s personnel record. A memorandum signed by both the leaderand employee may be utilized in addressing performance issues related to exempt professional or leadership employees.
2. When the action involves a decision day, suspension, or discharge, the leader reviews such action with the Vice President of Talent Management and/or the President and CEO for final approval prior to communicating with the employee. If the Vice President of Talent Management and/or the President and CEO are unavailable to give approval, the employee is suspended and the matter discussed with the appropriate administrators as soon as possible.

3. Performance corrective action counseling documentation should be signed by the employee for acknowledgment or witnessed by another leader if the employee refuses to sign.

4. All original performance corrective action documentation is maintained in the employee’s personnel record in Talent Management. All documented counseling remains in the employee file for the term of employment.

5. If a question exists about appropriate performance corrective action, the leader is encouraged to discuss it with the Vice President of Talent Management. In some cases, written counseling may have occurred and appropriate documentation should be on file.

Guidelines for Performance Corrective Action
Coaching and counseling is designed to be constructive and to support learning and improvement. In determining the level of performance corrective action, leaders should consider such factors as past counseling, length of service and overall performance level, cumulative counseling, and details and seriousness of the actual event.

Employees are expected to demonstrate improvement following performance corrective action. The leader should monitor the employee’s performance and follow up with the employee at regular intervals; frequency of follow up will be determined by the nature of the performance corrective action but should occur within three months at the latest.  All follow up should be documented. If the employee fails to improve as expected, the leader should proceed to the next level of performance corrective action. 
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