EMPLOYEE EVALUATION PROGRAM

The Company Employee Evaluation Program provides Management with the means to fairly and uniformly evaluate employee's performance and assign the appropriate discipline.  Employees will be evaluated on attendance, performance and compliance with policies and procedures.  Discipline will range from a verbal warning to termination, depending on the cumulative actions or the severity of the violations.  Penalties in the system will be based on a rolling twelve (12) month period.  The following are definitions of the categories within the program.
Attendance

The absence of an employee from work will be considered as an excused absence or unexcused absence.  The categories for absenteeism are as follows:

Sick Days

If an employee has a Doctors excuse for a sick day(s) he/she will not be penalized for the days missed, unless the sick days result in excessive absenteeism.  Sick days will be taken without pay.

Non-Scheduled Days

A non-scheduled day may result from the request of an employee.  The request must be submitted to and approved by the foreman/supervisor or designee at least 24 hours prior to the day(s) requested.  Non-scheduled days will be taken without pay.

Excused Absence

Excused absences are absences approved by the foreman/supervisor or designee.  The foreman/supervisor or designee shall use their discretion to allow an excused absence for emergency purposes.  A maximum of five (5) excused absences will be allowed within any twelve (12) month period.  Excused absences will be taken without pay, except for approved vacation days.

Excessive Lateness and Absenteeism

Excessive lateness and absenteeism will be considered on an individual basis.  Excessive lateness and absenteeism will result in disciplinary action ranging from verbal warnings to termination.

Unexcused Absence

Unexcused absences include sick days without verification or failure to report to work.  A maximum of two (2) unexcused absences will be allowed within any twelve (12) month period.  Employees with additional unexcused absences will receive disciplinary action.
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Lateness

An employee will be considered late if he/she fails to report at the assigned starting time without the approval of their supervisor.  A maximum of five (5) late days will be allowed within any twelve (12) month period.  Employees exceeding five (5) days will receive disciplinary action.

Overtime and Shift Work

The Company reserves the right to assign and change work schedules to accommodate business requirements.  Employees who fail to work the assigned work schedule, shift, or reasonable amount of overtime when requested, will receive disciplinary action.

Safety Violations

Safety Violations will be assessed on the seriousness of the violation.   The assessment will  be based on the likelihood of an accident, the gravity (potential consequence), number of persons exposed and the level of negligence of the employee.  The total points of the violation will determine the level of disciplinary action.

Likelihood

The supervisor/management will review the facts and determine the likelihood of an accident to occur.  The likelihood of the action will be classified as follows:

            Category                                                    Points

	
	Unlikely to occur  
	
	1

	
	Reasonably likely to occur 
	
	2

	
	Highly likely to occur
	
	5

	
	Occurred
	
	15

	
	
	
	


Gravity 

The gravity determines the seriousness and potential level of injury or illness.  The supervisor/management will review the facts and determine the gravity of the action.  The gravity of the action will be classified as follows:

            Category                                                     Points

	
	No Potential of Injury or Illness 
	
	0

	
	Potential for Lost Workdays 
	
	1

	
	Potential of Permanently Disabling 
	
	5

	
	Potentially Fatal 
	
	15


- 2 -

Exposure    

Number of persons potentially affected:

	
	Category 
	
	 Points

	
	1 Person Affected
	
	1

	
	2-6 Persons Affected
	
	5

	
	6-10 Persons Affected 
	
	10

	
	10+ Persons Affected
	
	15

	
	
	
	


Negligence

Level of negligence committed by the employee:

	
	  Category 
	
	 Points

	
	No Negligence
	
	0

	
	Low Negligence
	
	1

	
	Moderate Negligence
	
	5

	
	High Negligence
	
	10

	
	Reckless Disregard
	
	15


Definitions:

	No Negligence
	Employee exercised diligence and could not have known of the practice or condition.

	
	

	Low Negligence
	Employee knew or should have known the condition or practice existed, but there are considerable offsetting circumstances. 

	
	

	 Moderate Negligence
	Employee knew or should have known that the condition or practice existed, but there are limited offsetting circumstances.  

	
	

	High Negligence
	Employee knew or should have known the condition or practice existed, but there are no offsetting circumstances.    



	
	

	Reckless Disregard
	Employee displayed conduct which exhibits the absence of the slightest degree of care.
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  General

The General Category covers all other aspects that affect the employee’s performance and compliance with policies and procedures.  The level of disciplinary action will be consistent with severity of the offense.  Disciplinary action includes verbal warnings, written warnings, suspension without pay, probation and termination.  The following categories are examples of employee actions that will require evaluation for disciplinary action: 

Quality of Performance

This category should be used when an employee fails to perform assigned tasks in an orderly and efficient manner.  Examples are incomplete jobs, jobs performed incorrectly, not performed within the time period assigned, etc.

Drugs and Alcohol

Employees under the influence of drugs or alcohol will be terminated immediately.

Employee Personal Skills 

An employee's poor behavior toward his supervisor and other employees will result in disciplinary action.  Personal skills include an employee's ability to comprehend assignments, maintain a basic knowledge of their job, and work harmoniously with supervisors and coworkers.
Willful Abuse of Equipment

Willful abuse to equipment will result in disciplinary action.  This includes failure to follow standard operating procedures and deliberate or careless actions that may result in damage to the equipment.  This includes but is not limited to tires, ladders, glass, housekeeping etc.

Carelessness and Failure to Follow Instructions

Carelessness and failure to follow instructions, which result in damage to equipment, injury to persons, or adversely affect production or costs, are subject to disciplinary action.  

Insubordination

An employee will be considered insubordinate if he/she refuses to obey a direct order of a foreman/supervisor or designee.
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Personnel Evaluation Enforcement Guidelines

Discipline will be based on the severity and type of violation.  This policy addresses three (3) major groups for the violation of policies and procedures - Safety Violations, General Violations, and Attendance.  The Supervisor shall evaluate the incident and assign the proper level of disciplinary action, ranging from a Verbal Warning to Termination.  All Verbal and Written Warnings shall be recorded on the Personnel Evaluation Form.  Each offense shall be reviewed with the employee and signed by the supervisor and employee.  Employees may receive disciplinary action as a result of a combination of violations for the three (3) major groups.  The Personnel Evaluation Form will be distributed to the employee's file, the supervisor, Safety Director and a copy to the employee.

Employees guilty of theft, fighting, under the influence of alcohol or drugs, or fail to call or report to work for three consecutive scheduled days are subject to immediate termination.

Supervisors/Management shall use the following procedures to determine the appropriate level of disciplinary action.  

Safety Violations

Supervisors shall complete the Employee Evaluation Worksheet on the reverse side of the Employee Evaluation Form.  The total points for this violation and previous violations committed within the previous twelve (12) months shall determine the level disciplinary action.

	Cumulative

Points
	Type

Warning
	Employee

Action
	Disciplinary Action



	
	
	
	

	0-19
	Verbal
	Counsel Employee
	None

	
	
	
	

	20-29
	Written
	Counsel Employee
	One (1) Day Suspension Without Pay

	
	
	
	

	30-39
	Written
	Counsel Employee
	Three (3) Days Suspension Without Pay

	
	
	
	

	40-49
	Written
	Counsel Employee
	Five (5) Days Suspension Without Pay

	
	
	
	

	50+
	Written
	Counsel Employee
	Termination
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General Violations
	Level

Violation
	Type

Warning
	Employee

Action
	Disciplinary Action



	
	
	
	

	1
	 Verbal
	Counsel Employee
	None

	
	
	
	

	2
	Written
	Counsel Employee
	One (1) Day Suspension Without Pay

	
	
	
	

	3


	Written


	Counsel Employee


	Three (3) Days Suspension Without Pay, plus probation

	
	
	
	

	4
	Written
	Counsel Employee
	Termination


Lateness

	Number

of Days
	Type

Warning
	Employee

Action
	Disciplinary Action



	1-5
	Written
	Counsel Employee
	None

	6
	Written
	Counsel Employee
	1 day off without pay

	7
	Written
	Counsel Employee
	2 days off without pay

	8
	Written
	Counsel Employee
	3 days off without pay

	9
	Written
	Counsel Employee
	4 days off without pay

	10
	Written
	Counsel Employee
	5 days off without pay

	11
	Written
	Notification
	Termination


Unexcused Absence

	Number

of Days
	Type

Warning
	Employee

Action
	Disciplinary Action



	1-2
	Written
	Counsel Employee
	None

	3
	Written
	Counsel Employee
	3 days off without pay

	4
	Written
	Counsel Employee
	5 days off without pay

	5
	Written
	Notification
	Termination
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EMPLOYEE EVALUATION POLICY

Company   ___________________________     Location _________________________

I have received a copy of the Company Employee Evaluation Policy and understand the contents.  

Employee Name ___________________________  SSN _________________________

Employee Signature  ______________________________________________

