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Guidance for Written Disciplinary Documentation for Performance Expectations
Refer to the NMCAA Disciplinary Procedures listed in the Personnel Policies Section V.  
The development of a Work/Training/Success Plan may also be used as a tool for employees to help them reach performance expectations.  

To proceed with Written Disciplinary Documentation:

1. Discuss employee’s job performance/concerns with supervisor and manager.

2. Contact Human Resources Director to assist in the development of Written Disciplinary Documentation.

3. Human Resources Director will submit the Written Disciplinary Documentation to the Department Director and Executive Director for approval.
4. Meet with employee to discuss job performance and present the Written Disciplinary Documentation.

5. Review goals and monitor progress as designated in the Written Disciplinary Documentation.

Facts:
Document what, when, where and who was involved, date and sign.
Goals/Objectives:
Refer to Personnel Policies and goals as written on the evaluation and/or job description to document areas of focus and expectations for employee job performance.  Additionally, Professional Development Plans can be referenced, as applicable.  Disciplinary documentation goals/objectives will be established to address the job performance expectations. The supervisor will support the employee in meeting the expectations.    

Steps to Attain Goals/Objectives:
This may include resources and professional development.  This may also include guidance, such as supervisory instruction, coaching/mentoring, Employee Assistance Program, written policies and procedures.  
Actions:
Establish the consequences if the goals/objectives are not achieved by the selected date.  It is imperative the employee be advised that this documentation will be filed with the Human Resources Director and be reflected in the NMCAA Employee Performance Review.

Example of Action:
Placed back on a ____ day training/observation period.  Failure to obtain goals/objectives by the stated achievement date may result in termination.  This documentation will be filed with the Human Resources Director and be referenced on your Employee Performance Review.

ALL DISCIPLINARY DOCUMENTATION MUST BE FILED IN THE NMCAA PERSONNEL FILE AND ADDRESSED IN THE NMCAA EMPLOYEE PERFORMANCE REVIEW.
Written Disciplinary Documentation

for Performance Expectations

Name:  _________________________________________ Position: ________________________________

Worksite: _________________________ Department: _____________________ Date: _______________

Facts:  ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Goals/Objectives: _______________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Steps to Attain Goals/Objectives:  ________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Actions:  _________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

Date to Achieve:  _______________________________ Review Dates:  ______, ______,______, _____
Employee Signature:  ____________________________________________________________________

Supervisor Signature:   ____________________________________________________________________
Supervisor Signature:   ____________________________________________________________________
HR Director Signature:  ___________________________________________________________________
                                      Distribution:  Original – Human Resources Director. Copy - Supervisor & Employee
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