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Manager’s Toolkit

http://intranet.seattlearch.org/Toolkit
[image: image2.wmf]Manager’s Toolkit


RECOMMENDED CORRECTIVE ACTION PROCESS
1. Verbal Discussion

a. Identify specific behaviors/actions

b. Gain commitment to change

c. Agree on a timeline

2. Written Statement

a. Review above

b. Indicate time frame

c. Supervisor and employee sign

3. Decision making leave

a. Employee takes a day to consider whether he/she wants to continue

b. This may involve transition discussion

4. Probation – all in writing

a. Identify issues

b. Agree on a course of action

c. Commit to periodic meetings to review progress

d. Indicate three possible outcomes

i. Successful completion

ii. Extended probation

iii. Termination

e. Timeline
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