Corrective Action 

Policy

It is the Plainville Public Library’s policy to exercise all reasonable efforts to guide employees to reach and sustain acceptable levels of performance. This policy is intended as a means of a constructive action toward achieving acceptable levels.

Performance Problems

A performance problem exists when an employee is not performing a job up to its standards, or when the employee is interfering with the job performance of others. 

Performance problems can be due to incompetence (inability to perform the majority of job tasks associated with the current position, given all resources to do so), poor performance (failure to perform work duties, producing poor quality work), attendance (chronic lost time or tardiness), or acts of misconduct.

Acts of Misconduct

Acts of misconduct may include but are not necessarily limited to:


Abusive language


Disruptive behavior


Racial or sexual harassment


Assault


Unlawful actions


Falsifying Plainville Public Library documents or records


Disclosure of proprietory information


Possession or distribution or use of alcoholic beverages, or illicit drugs or reporting to work under the influence of alcoholic beverages or illicit drugs. 


Misuse, unauthorized possession, destruction, or theft of Plainville Public Library equipment or material or data.


Refusal to carry out instructions of willful neglect of assigned duties and responsibilities


Failure to follow Plainville Public Library procedures and policies


Misuse or misappropriation of Plainville Public Library funds

Acts of misconduct may lead to immediate termination.

Corrective Action Procedure

The Director will maintain written documentation on incidences of employee performance or behavior deficiency. The Director will deal with all discplanary actions fairly and equitably and will follow these established procedures in dealing with performance problems. The Corrective Action Procedure provides four steps to follow when handling on-the-job performance problems.

Exploratory Discussion

A discussion between the Director and/or employee’s supervisor and the employee to determine whether there is a performance problem. This is not a warning.

Initial Warning

A discussion between the Director and/or employee’s supervisor and the employee to describe a performance problem and the specific corrective action steps the employee must undertake to improve performance. The Director and/or the employee’s supervisor informs the employee s/he is receiving an initial warning, which will be followed by a written warning if performance is not improved. The discussion should be summarized and documented for the record so that it can be reviewed. This summary will be signed by the employee before it is inserted into the record.

Written Warning

The written warning is designed to ensure that the employee clearly understands what must be done to bring performance up to standards. The written warning will be filed in the employee’s record. The Director and/or the employee’s supervisor will meet with the employee to provide progress reports. A period of 12 months without additional warning clears the record of the previous warning. 

Termination

Termination becomes necessary when the employee has not corrected the performance problem after the first three steps of the Corrective Action Procedure have been followed. The Director may initiate termination anytime after 30 days. The Plainville Public Library may terminate employees in the 6 month probationary period without following the Corrective Action Procedure.

Waiver of Warning Procedure

Certain violations, involving issues such as Plainville Public Library liability, may be so harmful to the interest of the Plainville Public Library that written warning or termination shall be immediately invoked upon discussion with the Board of Library Trustees.

Grievance Procedure

Any employee having a complaint is to bring it to the attention of his/her supervisor or the Director. If the problem is not handled to the employee’s satisfaction it may be brought to the attention of the Board of Library Trustees following these procedures.

Procedure
Upon a problem or complaint the employee should promptly contact the Director. If the problem is not settled or resolved to the employee’s satisfaction a formal written statement may be filed with the Board of Library Trustees with the following information: statement of problem, reply by the person(s) involved, and the action taken at the conclusion of each prior step.  

Timetable

Each problem should be initiated, heard and resolved by the Board of Library Trustees within as short a period of time as possible according to the nature and severity of the problem and the availability of essential personnel.  Most complaints should be settled within 30 working days after initiation.  In all matters the decision of the Board of Library Trustees shall be final and non-reviewable. 
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