WSUPOLICAPPROVAL

COVER PAGE

DATE POLICY REQUEST TO PET:

[INSERT DATE]

IS THIS A NEW POLICY OR CHANGE TO AN EXISTING POLICY? ‘ NEW ‘ ‘

EXISTING | X

LAST REVISED DATE OF POLICY:

Effective February 23, 2018

INITIATING AUTHORITY : Human Resources

SUMMARY OF POLICY OR POLICY CHANGE:

This policy is being revised to:

e Update to current standard format and clarif

Policy Cover Sheet

Page 1



https://www.wichita.edu/about/policy/ch_03/ch3_15.php
https://www.wichita.edu/about/policy/ch_03/ch3_41.php
https://www.wichita.edu/about/policy/ch_04/ch4_01.php
https://www.wichita.edu/about/policy/ch_04/ch4_34.php

Policy Cover Sheet Page 2



3.48/ COACHING AND CORRECTIVE ACTION

INITIATING AUTHORITY

A.

Human ResourcgSHR”) serves as the initiating authority this policy.

PURPOSE

A.

The purpose of this policy is to establish University expectations and guidance for
addressing unmet Employment Expectatimnsll University EmployeedNothing

in this policy shall be construed as changing the Employmentllastéfus of any
Employee at the University and it is not intended to limit the University’s ability to
take any level of correctiveaction, up to and including eparation from
employment.

POLICY

A.

When Coaching or Corrective Action May Be Administered.The University is
committed to providing an environment that encourages and assiptsyees in
meeting Employment Expectations. Employees should seek direction and
assistance from Leadership as necessary to ensure Employment Expectations are
met Failure by an Employee to meet Employment Expectations may result in
Coaching and/or Corrective Action up to and including Separation from
employment that is initiated by Leadership. All Coaching and Corrective Action
decisions shalbe unbiased, noretaliatory, and noumliscriminatory

Types of Coaching and Corrective Actios. Coaching and/or @rectiveAction
can be a supportive measure, or a corrective measuended to focus on
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developing skills, e
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therein. Failure to meet Employment Expectations documented pursuant to
this policy may serve as a basis for decisions made under Policy 4.34

2. Conduct Prohibited in Other Policies. To the extent thatonduct is
prohibited by a morepecific University Blicy, such University Policy
must also be consulted prior to imposing Coaching and/or Corrective Action
pursuant to this policy.

3. Dispute Resolution Employees should discuss concerns with Leadership
to resolve issues. The University has an infdnmasolution process that can
be found here. Eligible Employees (as identified by Poligi#Sand4.04)
may use the Internal Dispute Resolution Process if the concern is unable to
be resolved through informa
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6. Leadership: University Department Chairs, Directors, Deans or any other
individual designated by the University with authority to supervise an
Employee

7. Separation: Separation initiated by Leadership or by the Employee to end
the employment relationship with the University, or when an Employee is
absent from work for three (3) consecutive workdays and fails to properly
notify Leadership.

8. Tenured Faculty: An Employee who is classified within the eclass or
egroup of Tenured Faculty in the WSU system of record “Banner.”

9. University: Wichita State Universityand any Controlled Affiliated
Organization that adopts this policy in writing.

10.  University Policy: Any written guidelines of the University or the Kansas
Board of Regents as found in, but not limited to, the Kansas Board of
Regens Policy Manual and the WSU Policies and Procedures Manual.

V. ADMINISTRATIVE PROCEDURE

A.

Leadership is encouraged to schedule periodic review sessions with the Employee
to assist the Employee with meeting Employment Expectabpietearly defining
goals and objectives

When an unmet Employment Expectation(s) is identified, Leadessialbmake
every effort toreview the concerns with the Employee in a timely manner,
document the concern, and apphe appropriate Coachingndbr Corrective
Action.

Leadershipshall make every effort to engage in a fa@éace conversation with
the Employee regarding any concern of unmet EmployiiEepéctation®r in the

administration of a Coaching awd/ Corrective Action If a faceto-face

conversation cannot occur for any reason, including reascuodtimg from a
remote work or alternative work arrangementyigual platform or phone

conversation with the Employee may take place.

Leadershipshall complete the Coachingndbr Corrective Actiordocumentation
and review the expectations with the Eoyde.

The Coachingandbr Corrective Actiordocument excluding a Verbal Coaching,

shall be signed by both the Employee and Leadership to acknowledge review and
receipt of the informatiorSignature confirms receipt of the document. Refusal to
sign does not void the Coachiagdbr Corrective Action
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F. If an Employee refuses to siga Coaching and/
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