HANDOUT #3

Constructive Intervention
Sample Working Agenda–Formal Corrective Action
Employee:                  ________________________________________


Representative:          _______________________________________

Date:



___________   Location: __________________
Thank the employee and rep representative for attending.

Inform them that you are here to discuss the employee's work performance and/or conduct including not following directions.
OUTLINE INCIDENTS AND REQUEST AN EXPLANATION
Example of poor work performance:

On or about Friday, September 12, 2008 at approximately 10:00 am I inspected the first floor men's room that you had just cleaned.  There were water spots and drips on the mirror, the toilet seat in one of the stalls had what appeared to be urine drips on it, and there was toilet paper and newspaper on the floor of the stall.  The trash can was overflowing with used paper towels.  I asked you to return to the restroom and complete the cleaning and you did.

Please explain why you did not clean the stall.  Note the explanation.

Please explain why you did not empty the trash can.  Note the explanation.

Example of inappropriate workplace communication:

On or about Thursday, September 19, 2008 at approximately 4:45 pm, near the first floor men's room, I requested to speak to you.  In front of your coworkers you loudly stated "I do not want to talk to you, man!" or words to that effect.  I indicated I needed to speak to you about the broken vacuum and you loudly stated, in front of your coworkers "I told you already, I didn't break that piece of shit!" or words to that effect  

Please explain why you refused to speak with me.  Note the explanation.

Please explain why you yelled and used profanity.  Note the explanation.

Example of not following directions:

On or about Monday, September 22, 2008 at approximately 9:15 pm on the 8th floor I observed you sitting on the floor near the elevator.  I directed you to rejoin your systems cleaning team.  You stated to me "I can sit wherever I want" or words to that effect.  I asked you again to stand up and you said "no" and you remained seated.  Once the rest of the team arrived you stood and proceeded with your assignments.

Please explain why you were not with your systems cleaning team.  Note the explanation.
Please explain why you did not rejoin the team as directed.  Note the explanation.
Example of away from work area:

On or about Friday, September 26, 2008, at approximately 4:05 pm, I observed you opening the passenger door of a car on parking level P2 at a time when you were expected to be on your assigned route.  When I asked you why you were on parking level P2 you stated "I don't recall" or words to that effect.  You then shook your head and returned to your assigned work area. 

Please explain why you were not on your assigned route.  Note the explanation.
SET EXPECTATIONS
You are expected to bring your performance and conduct to the established expectations and to sustain it at that level.  You are expected to follow the directions of management.  You are expected to complete your cleaning duties before moving on to your next assignment.  Your negative and disrespectful workplace communication impacts DGS employee's morale and productivity and inhibits open communication.  You are expected to be in your assigned work areas unless you are on break or lunch.  

If you do not achieve these expectations, or if other problems arise or circumstances change, it may result in my using the matters discussed in our meeting and in this memo to support a formal disciplinary action. I understand there may be many reasons for poor job performance, and I will do all I can to assist you in overcoming problems impacting your ability to succeed at work.  OPTIONAL:  Beginning ________, you and I will meet on a weekly/biweekly basis every ____ (day) at ___ (time) in _____ (location).
Ask employee if they have any questions and provide answers if appropriate.

PROVIDE EAP REFERRAL
Please be aware the department does offer a confidential Employee Assistance Program (EAP) through a contract with Managed Health Network (MHN).  Your use of the program is strictly voluntary.  If you believe the Program may be helpful, you may contact MHN directly for a confidential consultation at 1-866-327-4762.  You may use state time to set up your first appointment; however, you will need to use your own time to attend any appointments.

Thank the employee and representative for attending the meeting.
