 Corrective Action Sample Notice


DATE:



TO:

Employee’s name


Title

FROM:
Supervisor’s name




Title

SUBJECT:
Initial Corrective Discussion/Second Corrective Discussion

This is to inform you that on (date) at (time), I will be conducting an Initial Corrective Discussion/Second Corrective Discussion in (where meeting will take place) regarding your (type of issue:  ie:  substandard work performance and continued absences). 

Insert the section of the policy that addresses the Initial or Second Corrective Discussion.

Example:  In accordance with the Maintenance & Operations Policy Manual, Section 15.1.1, it states that the Facilities Manager/Director Buildings and Grounds will hold a private discussion with the employee. The objective is to assist the employee by pointing out the necessary corrective action required to bring the employee’s conduct and/or performance to reasonably acceptable standards.  The employee/supervisor may be accompanied by a representative of his/her choice and either may request a representative from the Employee Relations staff as a facilitator/mediator.  Under normal circumstances, all parties will be notified of representation.

If you have any questions regarding this meeting please contact me personally either at my office or call me at (XXX)-XXX-XXXX.

Corrective Action Template


This template can be used to prepare for corrective action discussions.  Before implementing corrective action, you should contact Judy Castellanos, Senior Manager for Employee Relations at 480-731-8480.   This template can be used as an outline to prepare for the initial corrective action discussion and should then be placed in the supervisor‘s file as documentation.  A copy should be given to the employee during the initial and second corrective discussion.
(INITIAL OR SECOND)** CORRECTIVE DISCUSSION DOCUMENT

Date Presented:

Employee Name:




Position:  


Location:





Supervisor:


Disciplinary Level**

     Initial (Written) Discussion – 

(This template is used as an outline and not presented to the employee)

     Second (Written) Discussion – 

(This template can be used as the document that is presented to and signed by the employee.)

Area of Focus: 





     Policy/Procedure (provide copy of policy)


     Performance (provide sample or describe specifically)


     Behavioral/Conduct  (describe specifically)

Background/Prior Discussions

Summary of previous coaching regarding issue.  Include dates, time, what was discussed, expectations and action that would be taken if issues continued.

Current Behavioral and/or Performance Issues: 

1. Dates and details regarding current performance issues.

2. Describe:  who, what, when, why, where, and how

3. Make thorough description

4. Include negative organizational impact

5. Describe employee’s response to your questions

Note:  It is important to include as much detail as possible in this document relating to problem areas.

Plan of Action/Expectations

1. What are the expectations of the employee going forward? 

2. Indicate these areas need to be improved immediately and be sustained. 

3. Measurable, tangible improvement goals

4. Training or special directions to be provided by supervisor or other staff

5. Interim checkpoints

6. Employee ideas (solicited during the conversation)

Summary

Consequences:  clear, specific, unambiguous consequences that will be applied if the employee fails to improve performance.  Use:  “additional disciplinary action up to and including termination.”

Employee Comments (optional)
Signatures
I have received a copy of this corrective action notice and it has been discussed with me.

                                  __         

                      



Employee Signature


Date




Supervisors Signature


Date

Witness 

Name




Date




Distribution of copies:         Employee         Supervisor        College President        Employee
































































