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(As advised by Workplace Relations Management Consultants-Industrial Advocates)
Where a Manager has a concern about the performance or conduct of a Share & Care employee under her or his direction, or where a complaint is made about the conduct or performance of an employee, the Manager should, as soon as practicable raise the issue with the CEO. If the concern is with a Program Manager, the CEO will raise with them.
Where the issue is of a minor nature it may be raised informally with the employee by the Program Manager. Record will be taken of discussion and forwarded to the CEO.
Where the issue is of a more serious nature, or where an issue raised informally is not resolved, the CEO will hold a formal meeting with the employee & Program Manager to further discuss the concerns.

Whether the matter is raised formally or informally the same process is adopted:

(a) the employee should be advised of the alleged performance/conduct and why it is unsatisfactory;

(b) the employee will be given an opportunity to respond to any allegations;

(c) after considering the response, if the CEO believes that remedial/corrective action is necessary the employee should be advised what action is required by the employee to improve/modify his or her performance or conduct.  (this is best done through discussion and agreement with the employee, but in some circumstances it may be necessary for the CEO to dictate the action required.)

(d) the CEO will ascertain that the employee understands the actions required, the timeframe in which any remedial/corrective action has to be undertaken, and the consequences of failure to achieve the required results.

(e) The CEO will make a written record of the proceedings.  Where the proceedings are informal the written record should be retained by the CEO.  Where the proceedings are formal, a copy of the written record will be provided to the employee.

Where timelines are set, arrangements will be made to monitor the employee’s achievement of set outcomes.  Failure to achieve outcomes may result in a repeat of this formal process or transition to the next process.

Where the issue is such that, if the allegations are sustained dismissal is a likely consequence, or where a matter has been raised formally on a previous occasion (or occasions) and the employee has failed to achieve the required outcomes, a formal meeting will be held with the Program Manager, the employee concerned and the CEO.  The employee will be advised that she or he is entitled to have a support person present.
Again:

· the employee will be advised of the alleged performance/conduct and why it is unsatisfactory;

· the employee will be given an opportunity to respond to any allegations;

If, after considering the response the CEO believes that remedial/corrective action is needed the CEO will follow steps (c) – (e) above.

OR

If, after considering the response, the CEO considers that dismissal is appropriate the employee will be advised of the intention to terminate her or his employment and given an opportunity to give reason as to why that action should not be taken.

If, after considering any response, the CEO considers that dismissal should occur, the employee will be advised of the decision and a written record of the meeting provided.
PAGE  
55
Human Resources

