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Mariah Navarette Date of Hire: 8/13/2018

Porter Office/Dept.:

Tuckshop

Jaime Barnhart Today’s Date: 4/24/2019
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= M (Manager’s Instructions): Describe the performance problem(s), policy violation(s), and/or inappropriate conduct that ma

i : : el . elings
that mannaggneeessa’Y Provide specific examples of the problem(s). including times dates and places. Cite any previous discussions of couns
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Ment may have had with the employee about the same or similar problem(s). Continue on back of this page or attach additional she
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9 Last minute call outs in the past 7 months:
1. 9/21/2018

10/10/2018

10/23/2018

12/14/2018

1/10/2019

1/28/2019

2/19/2019

3/11/2019

4/23/2019
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5 Tardies in the past 7 months:
1. 12/10/2018
2. 1/2/2019
3. 1/25/2019
4. 2/25/2019

5. 4/16/2019

Action Puan - Reauirep Crances: Describe the specific performance and/or job-related behaviors that must change. Describe what the employee must do,
and if appropriate, what the organization or manager will do to help achieve the desired level of performance. If appropriate, indicate a specific
timeframe in which performance must improve.

Try and plan PTO or sick time ahead of time, schedule doctors appointments and submit a form to have the day off.

If calling out, make sure it is at least 24 hours in advance otherwise it will be considered last minute

NCES: . % S
%ssm’;”;;—wmten Warning. Failure to correct the problem(s) described above may result in further disciplinary

action, up to and including termination of employment at any time.
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