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Name of Process:
	Employee Warning System - PSS Staff 


Department:
	RLC Human Resources


Process Owner(s):
	RLC Human Resources


Process Mapping Steward (Work group member overseeing mapping):
	Kim Bishop


Process Documentation Team Member(s):
	Pat Bollin, Bill Dial, Kim Bishop


Description of Process:
	Proper method of handling employee incidents


Anticipated Implementation Date:
	1/1/2010


Process Steps & Narrative:
Step 1:   Employee incident occurs

Step 2:   Supervisor can give an Informal or Formal Verbal warning then send employee back to work 
Step 3:   Supervisor meets with college Human Resources (HR) Director and a decision will be made. Decision choices are formal verbal warning, formal written warning, employee taking a decision making leave day or suspension without notice
Step 4:   Verbal warning: Supervisor verbally discusses incident with employee and informs them of the consequence of it reoccurring
Step 5:   Written warning: Supervisor provides a warning to employee in writing, either via letter or email, discussing incident and informing them of the consequence of it reoccurring
Step 6:   Formal Written warning: Supervisor provides a written letter to employee discussing the incident and informs them of the consequence of it reoccurring. A copy may be put in the employee's file
Step 7:   Decision Making Leave Day: Supervisor will follow the process shown on the Decision Making Leave Day process map
Step 8:   Suspension without notice: HR Director reviews the situation with the College President and District HR. If College President and District HR approves, college HR Director and supervisor move forward with suspension. If District does not approve, college HR Director and supervisor move to the Decision Making Leave Day process. Suspension time length is determined by college HR Director and supervisor and is dependant upon the incident and/or investigation
Step 9:   Upon District's approval of suspension, college HR Director and supervisor meet with employee to discuss the situation and decision that was made. Employee leaves the campus, escorted is necessary.
Step 10: College HR Director begins the investigation and documents the event.
Step 11: At the conclusion of the investigation, college HR Director discusses findings with supervisor, College President and District HR and determine whether to terminate the employee or allow him to continue employment
Step 12: If the findings DO NOT support termination, college HR Director relays investigation results to supervisor, college President and District HR Director
Step 13: College HR Director will arrange a meeting with the supervisor and employee to discuss the results and decision to either allow the employee to return to work or go on Decision Making Leave Day
Step 14: If the findings DO support termination and supervisor agrees, college HR Director communicates decision and findings to the college President and then to District HR for approval
Step 15: If District HR DOES NOT approve of termination, college HR Director contacts the College President and supervisor to discuss next step
Step 16: College HR Director, supervisor and employee meet to discuss the investigation results and future expectations. This meeting is documented as a formal written warning or College HR Director and Supervisor can choose to put the employee on Decision Making Leave Day.  If a formal written warning is given, employee is free to return to work.


Step 17: If College President and District HR DOES approve of termination, college HR Director informs supervisor and schedules a meeting with the employee, Director and supervisor
Step 18: The HR Director, supervisor and employee discuss the investigation results and communicates the decision of termination to the employee
Step 19: Exit process is conducted with the employee. Upon completion of the Exit Process, the employee leaves campus (escorted if necessary)
Assessment: (Describe any needed updates, changes, corrections, or additions identified during the mapping process that were discovered in the initial process map. Use these notes to update later (corrected) versions of the process map.)
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