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. Background

Checking

Did You Know...

. Drug and
Alcohol Testing
Policies An employee’s poor performance should be

documented and addressed with the employee?

. Employee
Handbooks

Employer Risksand Exposures

. Employee and

Supervisory Although it may seem easier to overlook an employee’s poor performance, the problem does not
Training usually go away onitsown. Infact, when poor performanceisignored, it may get worse.
Failure to address the issue can give the employee the impression that his’her performanceis
adequate. Or, if the employee realizes that hisher performance is not meeting standards, the
supervisor’s silence can imply that the performance standard is not enforced and that continued
poor performance will not result in negative consequences. Ignoring poor performance can also
negatively affect employee morale in the entire department.

n Hire By Design

n HR:Audits

n Job Descriptions . . . . .
Lastly, if the employee never receives any written warnings and is later

» Labor Relations terminated for poor performance, the employee may assume that the real reason
for termination is adiscriminatory one, thus increasing the likelihood that a
» Managed . claim will be filed against the organization.
Separations
n On-Site Director - g .
of HR Avoiding Disaster
n Performance . . . . .
Rl Supervisors should review job performance with employees on aregular basis
Programs and address problems before they become serious. Problems should be handled

promptly, fairly, and with a specific action plan to help the employee improve.
The employee is more likely to address the problem if the issue has been clearly
identified and if he/she knows the consequences if performance does not

' Public Sector improve.
HR Consulting

n Personnel
Forms

Counseling an employee with poor performance should be looked at as a proactive step that is

n Recruiting and

Hiring Programs meant to turn the employee's performance around and hopefully eliminate the need for any
further action. Both formal and informal performance discussions should be documented, and
- Safety Programs written warnings should be placed in the employee’s personnel file. If the employee's
performance does not improve, the disciplinary steps that have been taken show the employer's
. Unemployment good faith effort to work with the employee and provide important documentation for the
Insurance organization's records.

Claims and
Hearings

| Wage & Salary Call AMTEK’sHuman Resource Hot Line at 1.800.457.8829
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n Workers' Comp

n 360°
Organizational

Assessments

h Newsletters

to get the answersto your employee discipline questions.

ThisHR eNewsis not intended to render legal advice but is meant for general informational purposes only.
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