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POOR PERFORMANCE AND UNACCEPTABLE BEHAVIOUR BY STAFF



Policy

It is the aim of the Organisation to select the best people to perform given duties and, when selected, to train and develop them to ensure they perform their tasks efficiently and contribute to the high standard of care and professional service provided to consumers.

Poor performance or unacceptable behaviour by an employee may represent a problem that is employee based or may result from a failure by management and supervisory staff to implement appropriate training and counselling.

The Organisation recognizes that:

i)
Every employee has the right to be heard.

ii)
Every employee has the right to union representation.

iii)
The employer/representative making decisions must be unbiased.

iv)
Whenever senior staff feel they are biased or if there is any potential conflict of interest they should request another senior staff member to consider the issue.

v)
If the employee feels the decision maker is biased or has a conflict of interest then a request for an alternative staff member to consider the issue should be met.

Poor performance and unacceptable behaviour should only lead to dismissal when appropriate explanation, demonstration, corrective training and thorough constructive counselling, including the formal warning procedure, has failed.

However, instant dismissal will occur if staff involvement in any of the following has taken place:

· Criminal activities.

· Physical or sexual abuse of consumers, staff or volunteers.

· Gross negligence involving a breach of duty of care.

· Under the influence of alcohol unless specified exemption is granted by the MACROBUTTON NoMacro [Click here and type the title of the officer].

· Under the influence of illicit substances or assisting consumers to use illicit substances.

· Failure to comply with prescribed consumer handling and management procedures.



Procedure

If an employee’s performance or conduct is below standard, there are recommended steps MACROBUTTON NoMacro [Click here and type the title of the officer] should take to address this issue:
Step One - Counselling

The employee’s MACROBUTTON NoMacro [Click here and type the title of the officer] should first discuss the employee’s performance or conduct with the employee.  In particular, the employee should be told what it is about his or her performance or conduct that is of concern.  The employee should be given ample opportunity to openly respond to the issues put to them.

If the employee has difficulty interacting with their MACROBUTTON NoMacro [Click here and type the title of the officer], it may be appropriate for someone other than the employee’s MACROBUTTON NoMacro [Click here and type the title of the officer] to counsel them.

The objective of counselling is to identify, discuss and rectify any concerns with the employer in an informal and open manner.

A file note should be made by the manager reflecting the content of the counselling session.

Step Two – Interview

If the employee’s performance or conduct does not improve after counselling, a formal interview with the employee is recommended.

The employee should be informed at the interview:
· their performance or conduct is unacceptable; and

· what exactly it is about their performance or conduct that is unacceptable (refer to specific examples).

At this point, the employee should be given the opportunity to respond to each allegation.  The employee’s response should be considered by the manager to see if it justifies the employee’s performance or conduct.

If the response is unsatisfactory, the employee should be advised :

· the response does not justify their performance;

· their performance or conduct will be monitored and formally reviewed at an appropriate future time nominated by the manager;

· what they need to do to improve their performance or conduct; and

· their employment may be terminated if their performance or conduct does not improve.

Note :
The employee should be given the opportunity to bring someone with them to the interview (eg. friend or union representative).  The employer should also have access to an independent consultant such as the Chamber of Commerce and Industry.

STEP THREE – WRITTEN CONFIRMATION OF INTERVIEW
Immediately after the interview, the employee should be given a letter of warning signed by the MACROBUTTON NoMacro [Click here and type the title of the officer] which also confirms:
· date, time and place of interview;

· people present at interview;

· that employee was given opportunity to bring someone to the interview;

· matters discussed at interview;

· agreed action plan; and

· consequences of failure to improve.

The employee should be asked to sign that they received a copy of the letter.  If they refuse, a witness should sign a copy noting the letter was given to but not accepted by the employee with a copy being placed on the employee’s personnel file.

Step Four – First Review

At the end of the review period a formal review should take place.  If the employee’s performance or conduct has improved, they should be encouraged to continue improving.  A record of matters discussed at the meeting should also be written, with a copy being placed on the employee’s personnel file.

On the other hand, if the employee’s performance or conduct has not improved the processes in Step Two and Three should be repeated, with the employee being issued with a further letter of warning.

Step Five – Second Interview/Review

Once steps two and three have been repeated, another formal interview should take place.  If performance or conduct has still not improved, the employee should be asked if there are any reasons why they should not be dismissed.

Step Six – Dismissal

The employee’s comments to the review follow-up and any other relevant matters should be considered before a decision is made whether to terminate.

If a decision is made to terminate, the employee should be informed of the decision and given a termination letter.  They should be given the appropriate notice period or compensation in lieu of notice and any other accrued entitlements.
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