CORRECTIVE ACTION

[Organization Name] is committed to maintaining a work environment and atmosphere where all
employees are afforded the opportunity to learn, grow, and thrive. The Corrective Action Policy outlines
the framework for addressing inappropriate behaviours within the workplace and ensuring a fair and
consistent approach is in place to address situations quickly.

DEFINITIONS

“Corrective Action” is the process for dealing with job-related behavior and/or conduct that does not
meet expected and communicated performance standards.

POLICY

This policy outlines a fair and consistent approach to discipline within the workplace in the event
[Organization Name] sees conflicting behaviours to the desired workplace atmosphere. [Organization
Name] is committed to addressing these situations promptly and appropriately following these
guidelines. The policy applies to all employees of [Organization Name] and employees will be made
aware of this Policy at the time of hire.

Corrective Action Principals

[Organization Name] will apply corrective action to address employees’ performance and/or workplace
issues. Corrective action uses increasingly serious measures to correct performance, conduct, and/or
unacceptable workplace behaviours.

Corrective action may be warranted in the following instances such as, but not limited to:
Performance issues:

e Workplace misconduct
e Breach of workplace policies or procedures
e Off duty conduct that has detrimental impact on the workplace

Through corrective action, [Organization Name] will:

e Communicate the workplace expectations for performance and/or conduct
e Provide appropriate support to rectify the issues or concerns
e Provide the employee the opportunity to improve their conduct or performance issues

Management, depending on the situation, will determine the most appropriate form of disciplinary
action when evaluating the performance or misconduct. Serious offences may result in immediate
suspension or dismissal without progressing through the verbal or written warnings.

[Organization Name] reserves the right to move to any level of discipline as seen fit by management
based on the severity of offence.



Corrective Action Levels and Procedures

1.

Verbal Warning — Where warranted, an employee will be issued a verbal warning regarding a
behavior and/or action that contradicts desired workplace conduct and/or performance. When
a verbal warning is issued, management will provide the employee with an explanation of the
inappropriate conduct or performance issue, why the verbal warning was issued, and what the
expectations are of the employee moving forward. Management will document the
conversation that has taken place and add the documentation to the employee’s file.

Written Warning — Where warranted, an employee will be giving a written warning regarding
undesirable workplace behaviour. This warning could be about performance that was previously
discussed in a verbal warning that has not been rectified, or a behavior or action that was
considerably severe in nature and requires more than a verbal warning. The employee will be
provided with a letter that outlines the situation being discussed, what the concerns are, and
what is expected of the employee within a specific timeframe for rectification. The employee
and manager will both signoff on the document and one copy will be provided to the employee
and a second copy will be placed in the employee file.

2nd Written Warning — If the employee does not rectify their behaviour after a written warning
has been issued, Management may provide a subsequent written warning (example: second
written warning, final written warning), or move to a higher stage of corrective action as
outlined below.

Termination — An employee will be provided with written documentation regarding their
termination outlining why the termination is being completed, any actions or disciplinary
measures previously taken to rectify the situation that was not met and the justification for the
for-cause termination as outlined in the Termination Policy. In severe instances, management
may choose to move directly to the termination of employment when warranted.

Responsibilities

Employees

Employees must:

Ensure they understand and fulfill work expectations

Ask management for help in the event they do not understand what is expected of their
performance in the workplace

Consistently act in a respectful manner towards colleagues, superiors, and clients
Adhere to [Organization Name]’s policies and procedures

Follow all health and safety measures put in place within the workplace



Managers

Managers must:

e Ensure employees are aware of all workplace expectations for conduct and performance

e Manage employees effectively, providing ongoing and constructive feedback on work
performance and workplace conduct

e Ensure employees are aware of and consistently enforce workplace policies and procedures

e Follow and enforce the Corrective Action Policy with respect to employee performance and
workplace concerns

e Maintain appropriate documentation for disciplinary actions

Appeals

Where an employee feels they have been unfairly disciplined under the corrective action framework,
they may appeal the decision within 30 days of the disciplinary meeting. Employees must provide solid
evidence of the unfair disciplinary measures enacted or provide proof that the concern being disciplined
for did not occur as described. Management will review all appeals within a timely manner and provide
the employee with a written response to the appeal, including the outcome of the appeal.

Employee Files

All written documentation in relation to corrective action will be maintained within the employee files.
Disciplinary documentation will remain active within an employee file for 18 months from the date the
document was signed or as otherwise specified in writing.
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