Corrective Action


First Level Warning    2/7/02

Infractions: Product Waste and Excessive Personal Phone Calls and Accuracy (as it relates to cash drawer)

Product waste : Carrot cake received 1/30/02 never cut or place out for sale.1/7/02 thrown out.

Personal phone calls: after extensive counseling on this issue excessive calls are still coming in and going out(see phone logs).

Accuracy: Cash drawer in consistently off. Recently 2 instances of  monies place in wrong drawer position result to shortages. Also charge slip for correct customers.

Previous counseling:

We addressed absenteeism and have seen improvement. Drawer accuracy has been addressed without improvement. Insubordination reflected due to conseling considers with a poor attitude to job and job performance.

Note: Waste is usually not an issue. Laurie is usually more careful and takes an active roll in our cost controlling measures.

Failure for improvement: Second level warning followed by a 3 day

suspension, lastly termination over a 2 year period.

Expectations: Improvement in accuracy with cash handling and charges. Cease

personal phone calls except in occasional emergency situations and this time is

considered to be a part of your break time. Other personal calls can be made on break at

pay phone. (reference attached University policy. Careful of unnecessary waste.

Other areas of improvement:

Similar friendly customer service to all customers. This comes in response to customer feedback. Assist in effort to maintain par by making manager aware when using the last item in stock. Fill out customer feedback from given several months ago on a consistent  basis with good comments as well as negative. Minimize lengthy conversations with customers that takes you away from completing work. Manage time and breaks as to stock for the next days business. Organization of money in drawer to help with accuracy.

Next step.    Further absenteeism especially related to this action would lead to second level warning as well as improved accuracy and concentration at station.

Notes: Laurie does deal with high volume at times and can manage it well. In a effort to relieve some possible stress related to this position changes can be made to work in other areas. Do to food prep.of the salad bar a hat will be required when prepping this station. Laurie does an excellent job with the yogurt machine and takes pride in the salad bar.

