- Disciplinary Report Form

Employee name: | Hire Date: 3 Job title:
Rosine Anago 9/9/19 Food Production
Department: Shift: Supervisor:
Production 2nd Jonny Soth
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/alcoho! 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_ Tardiness, unexcused, no approval

Incident description: (Describe actions, behavior, or incident; date(s); time(s); place(s); witness(es) and his/her observations;
impact(s) of acticns, 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.)

On 10/29/19 Rosine left the production room at 11:50pm and went home without
informing her supervisor or lead. The line was still running and had work to finish. Rosine
has been spoken to about this previously and the importance of communicating regarding
needing to leave early so we can find proper coverage to complete orders on time.

Completed by: Kelsey Sikkink Date:
‘ 10/30/19

(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: .

from personnel files and copies thereof i ARt T T :
10/18/19-left the line without notifying lead or supervisor. She
_X_Final was followed up with:on 10/21 and made aware of the proper
procedure when.an employee needs:to Ieave early and her job
expectations.

Consequence if incident occurs again'
Assugnment end

Human Resources Slgnature(s)%/%) /% @/ JJ/ Date /d /35)/,‘/7

Employee statement: _ I agree with the/nCIdent descrlptxon above. ___Idisagree with the incident description above. Date
report presented to employee

Employee comments: (Attach sheets if necessary.)

.

Employee acknowledgement: My signature
I understand that my signature is not a
/g:sapllne Complaint Form.

ckriowledges that I have received this report and that it has been discussed with me.

i the incident or offense. I understand that I may appeal this report by filing a
‘ )

mployee signature: Date: /d /.50 /57

itness signature (if any): Date:
Signature of person presenting report: Date:




Kelsey Sikkink

From: : Samarth Chea <samarth@reichelfoods.com>

Sent: Wednesday, October 30, 2019 12:50 AM

To: Kelsey Sikkink

Cc: Samarth Chea; Lisa Campbell; Jonny Soth; Darrius Louwell
Subject: Rosine A

Follow Up Flag: Flag for follow up

Flag Status: Flagged

Around 11:50pm Rosine left production room, clocked out and went home W|thout informing any supervisor or leads.
The MV2 Line still has at least 20 minutes left to finish up orders. .
Please address with her that this can’t keep happening. There was a similar incident last week that happened.

We need to be informed so we can make arrangements to replace her as this causes everyone else to work harder
because of being short.

Sam Chea
Production Supervisor

Reichel Foods, Inc. | 3706 Enterprise Drive SW | Rochester MN, 55902 | Phone: 507.289.7264 | Fax: 507.289.6552 |
www.reichelfoods.com




