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POLICY

Head Start strives to give employees feedback to evaluate their job performance if there are concerns with an employee’s job performance / duties.

PROCEDURE
· Staff can receive verbal warnings, written warnings, or corrective action plans if there are concerns with an employee’s job performance / duties.

· A written warning or a corrective action plan can be given before a verbal warning depending on the situation.

· A verbal or written warning will be documented (such as on a meeting note) and placed in the supervisory file.  An example for a verbal warning could be warranted for breaking a policy that is in place.

· See UCAN Policy for information on a corrective action plan.

This policy complies with Head Start Performance Standard  § 1304.52 Human resources management.on page 206 in the Human Resources Management section.


