Constructive Intervention Meeting Agenda
Formal Corrective ActioN
THIS Document is for your eyes only! do not provide copies to the employee or the  rep!

Employee:  


Representative:       


Date:



   Location: 

Thank the employee and representative for attending the meeting.

We are here to discuss your unacceptable work performance resulting in multiple tenant complaints, as well as your unapproved absence on ​​​​​​​​​​​​​​​​​​​​_____________.
Describe and discuss the previous preventive measures taken to date. Explain that corrective measures must be taken because these previous preventive measures have not produced a satisfactory level of improvement.

Outline Incidents and Request Explanation
(Provide dates and specific examples in chronological order of continuing unacceptable attendance / performance / conduct; and describe the impact on the department, unit, co-workers, and/or customers).

1. Unacceptable Work Performance / Tenant Complaints  
(EXAMPLE LANGUAGE)

As a custodian, you are responsible for nightly cleaning of general offices at the East End Complex, including specifically emptying trash receptacles on the fourth floor in Building 173 (East). Nevertheless, management has received numerous tenant complaints concerning trash not being emptied at this location. 

Your supervisor inspected these areas on August 5, 2011, August 9, 2011 and September 12, 2011, and personally observed that the trash was not removed.

Your supervisor previously showed you the affected offices and counseled you informally to pay close attention to completing your assigned tasks properly. 

Describe the impact (or consequence) to customers, work goals, co-workers, etc. when the trash receptacles are not emptied nightly and complaints are received. 

It is expected that you complete your assigned duties timely and efficiently to provide the highest level of custodial service possible. You are expected to be accountable for your whereabouts, work products and actions in the workplace.


Ask the employee to please explain why he did not empty the trash receptacles?
Note the explanation(s):

________________________________________________________________
________________________________________________________________
________________________________________________________________________________________________________________________________
SET EXPECTATIONS 

Provide hard copies and review applicable duty statement, policies and procedures. Ask for employee’s signature acknowledging receipt.

You are expected to bring your work performance and attendance 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 as assigned. 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 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 he has 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.

