CORRECTIVE ACTION PROCESS FLOW CHART

Counsel

employee

Describe to employee

COUNSELING purpose of counseling and

Confidential conversation

expected performance
and/or conduct

Document conversation

Give detail of issues that
need correction

No signatures required

Inform employee that
performance and/or
v conduct is not

satisfactory

Provide specific
examples

VERBAL WARNING

Offer any training or

coaching that might
help employee meet
expectations

Inform that next
warning could be
written or other step

Document
Conversation

No signatures

required




CORRECTIVE ACTION PROCESS FLOW CHART

WRITTEN WARNING

Review with HR before
meeting with employee

—

Meet with employee

—

Give employee an action
plan to improve and set
formal review date

&

Remind employee of
option to make formal
response to warning

Give examples of
unsatisfactory
performance and/or
conduct

Inform that next step could
be final or other step

Alert HR that warning has
been given

Send copy of Written
Warning to HR

Review with HR before
meeting with employee

FINAL WARNING

Meet with employee

Set a follow up date

Y

Remind employee of
option to make formal
response to warning

Emphasize to
employee that action
plan has not been
followed

Inform that next
action may be
termination

—

—

Alert HR that Final
Warning has been
given

Send copy of Final
Warning to HR
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Review with HR before
requesting termination

REQUEST AUTHORIZATION
FOR TERMINATION

Request authorization to

Forward authorization

terminate through head of
department to HR

Request will be forwarded
to Associate VP of HR and
to VP Finance for formal
approval

HR will notify manager
when authorization has
been received

TERMINATION

and a formal request for
termination to HR

Contact HR to discuss
process, template for
letter of termination

Set date, place, time
and people attending
for termination

meeting
_

Terminate employee

Determine if there are
any security issues that
must be addressed

Discuss how
department will recover
university property
(keys, phone etc.)

Provide exit packet to
employee and return
documentation to HR

Notify HR when
termination has
occurred




