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Corrective Action Plan

CONFIDENTIAL

Employee name: Nell McDougall
Title: Administrative Assistant 

Supervisor name: Oscar Meyer
Title: Manager – Special Ops
A. Initial Meeting

1. What is the performance or conduct issue? (If applicable, include date of incident.)

You left me three telephone messages this week with incorrect call back numbers. When I returned the calls, I was embarrassed to find that they were wrong. I then had to take time to track down the proper numbers. 

2. What is the expected performance or conduct and why is it important to meet expectations?

Messages containing errors are not acceptable due to the extra time required to return calls and the negative image it creates for our unit. 

3. What actions will the employee take to achieve the required improvement? (Specify target dates for completion.)

When taking a message, you will repeat back to the caller the name and number you have written down in order to confirm the information. You will begin following this practice immediately.

4. What resources or support, if any, will be provided to assist the employee in making the required improvement?

Not applicable

5. What are the consequences to the employee of failure to improve?

Failure to correct this problem may lead to disciplinary action up to and including dismissal.

6. How will successful improvement be measured and when will the supervisor and employee meet again follow up on progress?

I will notify you if a message in incorrect. I will expect no errors over the next week. We will meet again on XXX to review your improvement.
Signatures below indicate this performance improvement plan has been reviewed with employee.

	
	Signature
	Date

	Employee:
	Nell McDougall
	6/5

	Supervisor:
	Oscar Meyer
	6/5


B. Follow Up

1. Has the performance issue been resolved?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

2. Supervisor’s comments:

     
