Disciplinary Report Form

Employee name: Hire Date: Job title:
Asma Hashi 5/22/17 o Food Manufacturing
Department: Shift: Supervisor:
Production 2nd Heng Somark
Offense track: _X_ Performance issue _ Work rule violation, Work rule violated, if any:

Type of offense: ___ Absenteeism __ Tardiness Misuse of property/equipment __ Using property/equipment for personal use __
Leaking confidential information __ Theft or fraud ___ Lying or cheating __ Falsifying company documents ___ Unsafe behavior __ Eating
in undesignated areas ___ Smoking in undesignated areas ___ Posting items without permission ___ Spreading gossip ___ Using vulgar
language __ Horseplay __ Indecent behavior __ Bringing weapon onsite ___ Bringing illegal drugs/alcohol onsite __ Failing to follow
instructions ___ Poor work quality __ Poor work quantity __ Refusing to work ___ Sleeping on the job ___ Poor hygiene __ Poor
housekeeping __ Disregarding dress code __ Other__ Disruption in the work place ____ Threatening or creating conflict w/ coworkers

_X__Failing to follow policy/procedure

Incident description: (Describe actions, behavior, or incident; date(s); time(s); place(s); witness(es) and his/her observations;
impact(s) of actions, behavior, or incident; employee’s responses immediately after the incident and other significant conversations;
employee’s previous related training or counseling; and other relevant facts.)

See email from supervisor on 9/2/18

Completed by: Kelsey A. Sikkink Dateg:/S/ls

(Shaded area to be completed by Human Resources only.)

Progressive step: __ Oral warning* ___ Suspension (unpaid) __ | Previous warnings: Type: Offense: Date: Type: Offense:
Written reprimand ___Release ___ Suspension (paid) *File apart Date: Type: Offense: Date: i

from personnel files and copies thereof ;

Coaching-11/22/17, Coaching 2/9/18, Verbal 8/2018
_X_ Written Warning

Consequence if incident occurs again:

Possuyénal and/or Asmgnnﬁt Endjep)drg on offense

iy o> AR/ (O P& S il Vs

Employee statement: I agref with t/e mcndent descrlpt|on above. __1disagree with the incident descrlptlon above Date
report presented to employeeI

Employee comments: (Attach sheets if necessary.)

Employee acknowledgement: My signature acknowledges that I have received this report and that it has been discussed with me.
I understand that my signature is not an admission of the incident or offense. I understand that I may appeal this report by filing a
Discipline Complaint Form. /

Employee S|gnatureoy ,Q&’T)O\ Date: 011)3, ’ 8>
Witness signature (|f any): Date:

Signature of person presenting report: Date:




Kelsey Sikkink

From: Samarth Chea <samarth@reichelfoods.com>

Sent: Sunday, September 2, 2018 12:56 AM

To: Kelsey Sikkink

Cc: Samarth Chea; Heng Somark; Kelsey Sikkink; Lisa Campbell
Subject: Asma Hashi

Follow Up Flag: Flag for follow up

Flag Status: Flagged

Asma Hashi has been reminded multiple times in the last few weeks about excessive use of smocks and gloves, She
normally works in the pack off and goes through 3-4 smocks a day, There have been reports and complaints by other
employees in the last week or so about her leaving the room and grabbing a new smock each time she goes back inside
the production areas. Today | did an audit and notice prior to coming out to 2" break around 9:35pm | asked her and
Deega Omar about why they were bringing back smocks from the production room coming to break. They stated that
they both forget and | had asked them to make sure they hang them up before going back in. after 2" break was
finished, 1saw her go to the smock room and grab a new one while heading back to production. It was then | had
approached her and she noticed as | was observing other employees heading back in from break, she hid the smock on
her side. 1asked her “ Did we just talk not talk about the smocks before break? She stated that she dropped it. With
running on weekends we seem to run out of smocks more often and | addressed to her that it’s important to try and
limit it to at least 1 or 2 a day or unless the smock gets dirty which shouldn’t be a problem. The same goes for the cotton
gloves, since she works in the pack off the gloves do not get wet often and it is not necessary to use up the same amount
of gloves as smock as what she goes through in a day.

Another thing that has been going on through last week and this week is Asma Hashi has been taking a long time to
return when leaving the production room, When the Lead or MO would report that they are missing an employee for
more than 15 minutes we went to investigate and an employee reported that she has been standing near the smock
room and talking with a 3™ shift Sanitation employee for at least 15-20 minutes and had to be reminded to go back in.

It seems no matter how many times we remind her, she is not taking this serious as she seems to brush it off or give an
excuse that she forgets. Heng and | have reminded her many times about this that she has been here for over a year
now and with new employees coming and going, we need to set an example as they look up to her.

Please address with her about this as she needs to get better with this, long unscheduled breaks, excessive use of PPE’s
(Smocks & Gloves)

She needs to be written up for the long unscheduled breaks as we shouldn’t have to remind her to get back to the line in
a timely manner as other employees need to use the rest room or go pray also without having to wait for more than 10-
15 minutes each time on multiple occasions in the same day.

Sam Chea



