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25.6 Policy

25.6.1 Whenever a non-probationary employee’s
performance is unsatisfactory, he/she should
be advised of such in writing by his/her
rater at least 90 days prior to the end of
the annual rating period.  Maximum advance
notice should be given if 90 days is not
possible.  The rater must be prepared to:

A. Advise the employee of the specific
unsatisfactory performance.

B. Thoroughly confirm the conduct or incident,
resulting in an unsatisfactory level.

C. Define actions that can be taken to improve
performance.

D. Monitor the performance to determine the
success of the action plan.


