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PERFORMANCE DOCUMENT
	Name:
	Armaugn Lowe
	
	Team Member Number:
	E74344

	Position:
	PM Dish Lead 
	
	Property:
	Stripe SF

	Issued By:
	Michael Grandon
	
	Title:
	GM




Type of Entry (Check Applicable Box): 

	
	Documented Verbal Warning
	
	Suspension – Number of Days ______

	x
	Written Warning
	
	Suspension Pending Investigation

	
	Final Written Warning
	
	Termination (complete fields below)

	
	
	Last Day Worked:
	
	Term Date:
	



Nature of Entry (Check Applicable Box):

	 X
	Attendance
	
	Policy/Performance



	
Prior documentation (Dates and Infractions): 
No call no show 2/25/25 375051. Armaugn requested time off this day during a PTO freeze and not within the mandatory two week in advance to request the time off. It was declined but Armaugn took the day off anyway.



	Violated standard of conduct. Please refer to the Employee Handbook for conduct standards:

An Associate will be considered to have taken an unexcused absence if the Associate is absent from work during scheduled work hours without permission, including full- or partial-day absences, late arrivals, and early departures.




	Provide details and description of the infraction:
On or around 4/30/2025, Armaugn submitted a PTO request form for the period of 5/12/2025-5/16/2025, requesting 40 hours off. Mike returned the form to Armaugn because it lacked the required approval from his supervisor, Carl.
Upon review, Mike noticed that the request was for 40 hours and asked Armaugn if he had sufficient accrued time to cover the absence. Armaugn responded that he believed he did. Together, they reviewed his PTO balance in Dayforce, which showed only 14.9 available hours. Armaugn expressed concern that the balance was incorrect and requested verification. On 5/2/2025, Mike contacted HR to confirm the hours. On 5/2/2025, Payroll confirmed that the Dayforce balance of 14.9 hours was accurate.
As a result, the PTO request was not approved due to insufficient available hours. Per the established PTO process, employees must first obtain approval from their manager before the request is submitted to Mike for final review of available hours and final approval or denial. Since Armaugn’s balance did not meet the required amount at the time, and the supervisor’s approval had not been obtained, the request was never approved, and Armaugn was informed accordingly.


HR Update:
After further review with Payroll, it was later determined that Armaugn’s correct PTO balance was 44.95 hours, making him eligible for the requested leave. However, this updated information does not change the fact that the original request was denied based on the incorrect balance reflected in Dayforce at the time of review.




	Describe corrective behavior and actions:


This marks the second instance in which Armaugn failed to report to work after submitting a time-off request that was not approved. The first incident was considered a “No Call, No Show,” and should have resulted in removal from the assignment. Both occurrences are violations of the company’s Standards of Conduct.
To prevent future incidents, the following corrective actions will be implemented:
· Written Approval Requirement: Armaugn must submit all PTO requests in writing and receive documented approval from his direct supervisor before any time off is taken.
· Managerial Oversight: Mike will be provide signed copies of all future PTO requests to ensure proper oversight and to eliminate any confusion or miscommunication regarding approval status.
Continued failure to adhere to these procedures may result in further disciplinary action, up to and including removal from the assignment


	Team Member Comments: 


Employee Signature ___________________________________    Date: ___________________

Supervisor Signature ____________________________________ Date: ___________________
  
Manager Signature    ____________________________________ Date: __________________
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