
[image: image1.emf]

Corrective Action / Performance Improvement Form
Name: 
Date: 



Rocket #: R____________
Job Classification: 
Department: 
Union Representation Requested:    FORMCHECKBOX 
  YES
 FORMCHECKBOX 
  NO
 _____
(Initial)
Check One:














 FORMCHECKBOX 

Coaching



 FORMCHECKBOX 

*Level 3 Pre-Discharge/Written Warning with Optional Unpaid

 FORMCHECKBOX 

Level 1 Written Warning/Oral


Suspension [# days unpaid suspension:    1      2      3       4      5  ] 

 FORMCHECKBOX 

Level 2 Written Warning


 FORMCHECKBOX 

Termination

· Note:  If you are receiving a Level 3, your next formal level of discipline is termination.
Reason
Behavior












1 
 FORMCHECKBOX 

Abandonment of Job / No Call No Show 

11
 FORMCHECKBOX 

Harassment / Fighting / Threatening Behavior

2
 FORMCHECKBOX 

Absenteeism/Lateness  


12
 FORMCHECKBOX 

Breach of Confidentiality / HIPAA
3 
 FORMCHECKBOX 

Failure to Timely Report Off / Late Call In 

13
 FORMCHECKBOX 

Immoral / Unethical Conduct

4
 FORMCHECKBOX 

Irregular / Patterned Attendance 


14
 FORMCHECKBOX 

Insubordination / Failure to follow a direct order

5
 FORMCHECKBOX 

Dishonesty/Theft/Falsification 


15
 FORMCHECKBOX 

Alcohol Use / Abuse and/or Chemical Use/Abuse
6
 FORMCHECKBOX 

Failure to Document Work Time 


16
 FORMCHECKBOX 

Unsafe Practices

7                 FORMCHECKBOX 
             Loafing/Sleeping on the Job/Quitting Early

17
 FORMCHECKBOX 

Failure to maintain licensure / Dept. Requirements
8
 FORMCHECKBOX 

Failure to Perform Duties / Unsatis. Performance 
18
 FORMCHECKBOX 

Unauthorized / Improper use of UT Property

9
 FORMCHECKBOX 

Failure of Good Behavior / Unprofessional 

19
 FORMCHECKBOX 

Failure to follow safety / infection control protocols
10
 FORMCHECKBOX 

Away from Job Station/Neglect of Duties 

20
 FORMCHECKBOX 

Other Just Cause (detail below or in a letter)

Brief Description of the Facts:











Relevant Articles/Policies that have been Violated:








Policy # / Article #

Policy/Article Name









Prior Warnings/Coachings/Feedback:










Management’s Statement of Future Expectations:








Employee’s Statement (may attach written rebuttal:)








 FORMCHECKBOX 

I agree with above



 FORMCHECKBOX 

I disagree with above (explain reasons why below)

I understand that if I disagree, I may appeal using various options including: 1) following the process in CBA (if applicable); or 2) file a written rebuttal that will be attached to this document; or 3) arrange to speak to the next level of management.
My signature below only indicates that I have received this information and understand it.  I also understand that future instances may result in corrective action up to and including dismissal.
Employee Signature:      
Date:      
Supervisor Signature:      
Date:      
Union Rep Signature:      
Date:      
Original to Human Resources; Copies to Employee, Department File and Union Office (if applicable)    3/8/18

_1407135052.vsd

