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The Guiding Principles describe the basic elements of a sound corrective action process and are intended as a supervisory guide for determining when corrective action is necessary, what level of corrective action is appropriate, and how to administer corrective action. 

Corrective Action in its literal sense is a measure undertaken to correct, mold, or improve, job-related performance or behavior.  Corrective Action is to be progressive in nature so that it uses the least severe action necessary to correct undesirable performance or behavior and moves to increasingly severe measures only if the problem is not corrected. 

These steps include coaching, performance improvement plan, written warning, final written warning, and termination.  With the exception of termination, corrective action’s primary objective is to facilitate improvement in performance/behavior, not serve as punitive action toward the employee. 
  
When properly administered, corrective action helps management to move employees who choose to do so, toward acceptable performance standards, and to terminate employees who do not.  For employees, corrective action sets clear standards and warns of consequences for noncompliance.  It assures predictable, progressive, and equitable treatment; and it promotes fair decisions.

Corrective Action At-A-Glance
	· Corrective action steps may not be administered sequentially, as presented below, depending on the nature or severity of the performance deficiencies or conduct at issue.  Steps may be skipped or repeated as deemed necessary by the manager.  
· During an employee's six month Initial Six-Month Probationary Period, the corrective action process may be abbreviated and, in rare instances, employment may be terminated without warning.  
· Managers are strongly encouraged to partner with their HR Consultant in determining appropriate corrective action steps.

	Coaching 
(informal, not necessarily documented)
	Focuses on the employee’s strengths and challenges, and the attributes the person brings to the role.  The purpose of coaching conversations is to stimulate thinking, growth, and change that lead to action.

	Performance Improvement Plan (See Corrective Action Detail)
	May be appropriate as a follow-up to unsuccessful coaching conversations or may be a first step toward formal documentation of unsatisfactory performance/behavior.

	Restriction Period: The next two steps, written warning and final written warning, create a period of restriction for six months.  During this time the employee cannot be promoted or transfer to a different position.  The restriction period, and the duration of a written warning/final written warning are not one and the same.  Generally, when an employee is placed on a warning, the period in which it remains in effect is a year from the date in which it was issued.  If an employee maintains acceptable performance/behavior beyond the duration of the warning, the supervisor may not want to use prior corrective action to guide future employment actions.  

Managers are encouraged to consider whether corrective action should impact the employee’s performance rating and/or merit increase for the fiscal year.  

	Partner with your HR Consultant prior to issuing warnings  
	Written Warning (WW) 
	Used when there is insufficient improvement after a performance improvement plan has been issued or if conduct is sufficiently serious to warrant a first warning.  

	
	Final Written Warning (FWW)
	Usually issued after an employee has been placed on a written warning but has failed to demonstrate immediate/significant improvement.  May also be issued when behavior is sufficiently serious as to warrant only one warning.  

	Termination
	Termination may occur as a follow-up to an unsuccessful warning(s) or
Performance Improvement Plan, or may be an appropriate first step.






Corrective Action in Detail  
Utilize Performance Excellence Objectives as a tool to facilitate conversations.

Coaching
Managers are encouraged to speak with employees about whether they are meeting performance objectives on an ongoing basis, and to provide employees with coaching or additional training, as necessary.  Managers should, where possible, provide examples to help employees understand their strengths and development needs.  Documentation of all such feedback should be kept on file.

Note, however, that coaching may not be required in every situation depending on the circumstances.  For example, managers may not need to engage in coaching in situations involving workplace violence and/or harassment, among other things.  

The manager should be specific regarding the nature of the problem or performance deficiency and ensure that the employee understands that further action is possible, including formal corrective action if the performance    deficiencies persist or if another performance issue arises.

Performance Improvement Plan (PIP)
The intent of a PIP is to provide sufficient structure to support employees toward achieving acceptable performance, and therefore can be an important tool in providing guidance.  Managers have discretion to proceed directly to formal corrective action in lieu of a PIP.  

When delivering a PIP the manager and employee should discuss the performance problem(s), devise a plan of action with a time frame for improvement, and discuss intervals for follow-up.  Progress against the PIP should be tracked and documented.  A copy should be forwarded to the HR Consultant.

Restrictions Period
The next two steps, written warning and/or final written warning, create a period of restrictions of (typically) at least six months, during which time the employee usually cannot transfer to another position, apply for another position through job posting, or receive a promotion.  In addition, a written warning/final written warning may affect the end of year performance rating and/or merit increase, regardless of whether those decisions are made during the restrictions period.

If the employee takes a leave of absence before the end of the restrictions period, the balance of the restrictions period resumes when he/she returns to work.

The restrictions period ending does not mean that the warning is no longer in effect.  An employee placed on warning for any issue must demonstrate immediate and sustained improvement and must meet job expectations; failure to do so may result in further corrective action including termination at any time during or after the written warning restrictions period.

Written Warning 
If an employee has not made specified improvements after coaching or being placed on a performance improvement plan, or has developed a new performance or conduct problem (i.e., inappropriate behavior or poor judgement), he or she may receive a written warning.  In some situations, a written warning is appropriate even if there was no prior coaching discussion.

A written warning should identify the current performance or conduct issue(s), the expected standards of performance or behavior, and a time frame for improvement, when appropriate.  Prior discussions regarding performance or conduct deficiencies should be noted, if applicable.

Be sure that written warnings and other forms of performance documentation are dated and the content is clear, concise, and factual.  Keep personal opinions or disparaging remarks out.  Refrain from using or referencing protected categories, sensitive or confidential information unless directly related to the conduct at issue.  Explain what acronyms and other business-specific terms mean.

During a written warning discussion, the manager should emphasize the consequences of further performance problems, i.e., further corrective action, up to and including termination of employment if the employee's performance continues to not meet expectations, there is no immediate and sustained improvement or if another performance issue arises.  The manager should offer guidance on ways that the employee can correct any performance issues, and consider whether additional support is needed to assist the employee.

The manager should ask the employee to sign the written warning in acknowledgement that he or she has received it.  If the employee refuses to sign, the manager should note this on the written warning form.  If the employee does not agree with the warning, he or she may provide a written response.  The manager should review the response, discuss the areas of disagreement with the employee, and involve the next level manager or the HR Consultant, as appropriate.  The employee can also raise his/her concerns to the HR Consultant.  The employee’s response will be placed in his/her HR file.

The manager retains a copy of the signed written warning, provides the employee with a copy, and sends the original to the HR Consultant for the employee file.

Final Written Warning 
In general, a final written warning is issued to an employee after she or he has been warned regarding the precise nature of his or her performance deficiencies and/or misconduct. While there is no requirement to provide a certain number of warnings (including coaching conversations), it is important to ensure that the employee has been made aware of the nature of the problem and provided a reasonable opportunity to improve their performance/conduct. 

In cases where an employee’s performance and/or conduct is serious enough to warrant stronger corrective action, it may be appropriate to move directly to a final written warning to correct the deficiencies. 

Anytime a Final Written Warning is issued to an employee, it is important to ensure this is understood.  In short, final does mean “final”; the employee’s job is in jeopardy.  Termination is the next step if performance/conduct does not improve or if the improvement is not sustained.  This should be clearly communicated to the employee.

The manager retains a copy of the signed final written warning, provides the employee with a copy, and sends the original to the HR Consultant for the employee file.

Termination 
Once a final written warning is issued and the employee's performance does not improve to an acceptable level, a new problem develops, or the first instance of misconduct is sufficiently severe, the manager may recommend that employment be terminated.

Examples of behaviors that may call for alternate or abbreviated corrective action or immediate termination include, but are not limited to; criminal conviction, failure to meet employment eligibility requirements, falsification of staff records, time reports, reasons for absence, or other University records, flagrant insubordination, fraud, gross dereliction of duty, improper disclosure or use of private or confidential information, intentional destruction of University property, job abandonment, physical violence or threat of it, research misconduct, serious violations of University policy or state/federal law, theft, unauthorized use of information systems or data, unprofessional conduct and violations of the University’s discrimination, harassment, sexual harassment or non-retaliation policies.    

For all terminations, the manager should complete the Termination Request Form and forward it to their HR Consultant for review.

Focus the termination request on the actions and behaviors on which the decision is based.  If applicable, list any prior steps taken to help the employee improve or any prior discipline steps taken in the recent past.  The Vice President of Human Resources has the final approval on termination requests. 
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