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Employee name: 
           Francia Perez
Hire Date: 
07/28/14
Job title: 
QA Processing Tech

Department: 
                 Production
Shift:   
1st
Supervisor: 
Kendra Lunt

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_Insubordination
_x_Disruption in the workplace
_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 documentation attached from 12/3/15 regarding incident on 12/2/15 and 12/3/15.
Completed by:  Kelsey Sikkink
Date: 12/3/15
    
(Shaded area to be completed by Human Resources only.) 
Progressive step: __ Oral warning* __ Suspension (unpaid) __ Written reprimand __Release __ Suspension (paid) *File apart from personnel files and copies thereof 

Assignment end
Previous warnings: Type: Offense: Date: Type: Offense: Date: Type: Offense: Date: 


Consequence if incident occurs again: 
                                       N/A  
Human Resources Signature(s): 
Date      

Employee statement:   __ I agree with the incident description above.    __ I disagree with the incident description above. Date report presented to employee: 
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 signature:_____________________________________________                   Date: _________________ Witness signature (if any): _______________________________________                   Date: _________________ Signature of person presenting report: ______________________________                 Date: _________________ 




Documentation from incident on 12/2/15 and 12/3/15 regarding Francia Perez-
Kendra and Kelsey watched surveillance video to confirm on 12/3/15.

Francia went to the QA office and called Kendra.  The conversation was not done but Francia put the phone down and walked out of the office.  Sophara Run picked the phone up and spoke to Kendra then went to get Francia to finish their conversation.  When Franica got back on the phone, Kendra was explaining the transfer process but Francia put the phone down again and went to the production area.

When Franica arrived in the production area, she pulled a pallet jack out and left sitting for no reason.  Then she spoke to two other employees for minutes while a forklift was trying to move product.  In the video the forklift had to stop while backing up so he wouldn’t hit Francia and the other two employees as they were in his way.   They did move for him and the other two employees went back to work but Francia stands watching the forklift for around 5 mins.  Then she grabs a smock and goes to the line.  She did not take off her orange QA hairnet, did not wash her hands, did not put gloves on.

When I spoke to her yesterday afternoon, she stated that Sophara told her to go to the line and work production.  I told Francia that I would put a transfer request through but she WOULD NEED TO REMAIN IN QA UNTIL THE TRANSFER WENT THROUGH(at this time, I was unaware of some of the events that had taken place on 12/2/15).  This is the same transfer practice we tell all employees that want to transfer.  When she arrived this morning she told Luz that I told her she could go to production today without the transfer request being approved.

Effective today, her assignment will end for insubordination, disruptive in the workplace(nearly causing harm to fellow employees and forklift driver and keeping two employees from fulfilling the job duties), failing to follow policy and procedure(not washing hands and wearing proper PPE and not fulfilling her QA duties that she was aware of when she accepted the QA position on 8/19/14 and signed the job description).
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