DISCIPLINARY ACTIONS -

WARNINGS

Another important aspect of performance is the initiation of disciplinary actions including warnings, perfor-

mance improvement plans, and a final separation document. Disciplinary actions may be initiated by the

employee’s manager or the Performance Partner in Human Resources.

Log into Workday and type “Start disciplinary action for
employee” in the search bar, then click on the task.

WRITTEN WARNING

— I

Tasks and Reports

Qm disciplinary action for employee ‘)

Start Disciplinary Action for Employee

Start Disciplinary Action for Employee Type in
y :l::z:raz::::f;;:: ::z“‘:-'_:g standards of disciplinary actions for many countries. The two reasons for disciplinary actions we use at Bowdoin College ° The Employee Name
The Period Start Date and Period End Date refer to the period in which the behavior or infraction occurred. If the infraction was on a single day. please use the same date for both the
Period Start and Period End Date. . . .
e Review template > Written warning
Employee *| X Niko Ma - = ‘
Review Template *| Search

Review Template * = ‘
Disciplinary Action Reasons * = . L . Bbl T}rpe

Disciplinary Action Reasons * e

Related Disciplinary Actions

Period Start Date *| wwroorvryy B ‘ Dalatad Niccinlinam: A stiome
Period End Date *| wnroorvyyy B \ e Because Workday is a global company, you
must enter US of A as the Country.
@ enter your comment ‘
Disciplinary Action Reasons * | Search =
Reasons for employee's country b
Related Disciplinary Actions
Reasons for employes’s country 5
region
T

Indicate whether the warning is due to
one of four common policy violations
(absenteeism, alcohol or drug use in the
workplace, code of conduct violation, or
harassment) or other reason.

The Period Start Date is the start date of
the behavior leading up to the warning
and the Period End Date is the last day of

the period being addressed in the warning.

Click SUBMIT.
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Add in any supporting documents (e.g., emails, previous warnings, etc.) for the disciplinary action and review
the entire action before clicking on NEXT.
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should schedule a meeting
with your employee to discuss
the contents of the discipli-

nary action.

your comment

IMPORTANT!! As soon as you click SUBMIT your employee will be able to VIEW

and PRINT the disciplinary action so plan accordingly!! DO NOT click SUBMIT on
this step until after you have met with the employee.

After the manager clicks SUBMIT, the employee receives notice about the written warning and has a task in
their inbox to acknowledge the warning.
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From the employee perspective, they may view the summary, add in their own comments ,and acknowledge
the warning .
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A new tab for disciplinary actions will now
be displayed under the Performance tab on
the employee’s profile. The employee may
create a pdf copy of the warning.
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Reason Absenteeism (United States of America)
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Entered by Niko M2 Date: 002612022

Status: This waming has been discussed with me by MY supervisor. | understand the contents and |
acknowedg® and understand the corective actions required. | also acknowiedge and understand the
consequences of non-compliance-

Comment: | will try t0 improve MY attendance starting immediately.

Nature of Incident of pPattern of Behavior

Describe the nature of the incident of pattern of behavior (please note specifics. frequency., and impact
of behavior. as well as relevant College policy- Attach additional documema\ion if necessary.)-

Response Niko has really been absent a lot over the |ast three months. We have noticed 8 pattern of absences using
sick time-— many of them falling on Thursday and Friday of on Mondays He has missed 8 total of 11 days
fell on Friday of Monday. On two occasions when we tried t0 reach him in emergency
Is. He virtually has no sick ime available NOW = jess than 8 hours.
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peﬂormanoa review prooess’?

(Please indicate how the issue has peen raised (e.g. peﬂonﬂance review, oral warning, written warning)
on what date and by whom N}
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Response: Niko has nad seversal excuses for missing time and has been warned in emails (-1.-2&22) and personnl
conversation on 4/30/22 and §/21/2022




Acknowledgement

Manager Employee

s

Comment

Commens | M=

Acknowieogement Date  09/28/2022 04:43 PM

Wiew Comments (2) Process History

Once the employee has acknowledged the warning, the manager also must acknowledge that they have pro-
vided documentation and met with the employee to discuss. The employee and manager acknowledge-
ments appear at the top of the printed version.



PRINTING A DISCIPLINARY ACTION WHILE IT IS IN PROCESS (NOT FINALIZED)

Employee and managers may craft their responses to questions outside of Workday and then copy and paste them in,
or may respond directly in Workday. In order to print responses before the check in is completely finalized, follow

these steps. Navigate to the Performance tab and locate the check-in in progress.
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