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All policies, procedures, rules and regulations of the Department of Internal Medicine  are subordinate to those established by the UTHSC-H, the UT System Board of Regents, and local, state, and federal law.

SUBJECT:
Employee Counseling and Supervision

POLICY:
People are our greatest resource.  The Department of Internal Medicine encourages the fair, efficient and equitable resolution of problems arising from the employment relationship.

PROCEDURE:


The Department of Internal Medicine supervisors can select from an array of non-disciplinary actions.  The four actions are: coaching, performance feedback review, notice of problem performance, and intensive supervision.  Each of these interventions is designed to make employees aware of problems and provide a means of correcting the difficulty.  The interventions are positive supervisory actions that when appropriately utilized, can help employees maintain excellent standards of work performance and job conduct.  These interventions can be used independently; they are neither sequential, nor hierarchical.

Coaching

Coaching is the least structured intervention.  This step involves positive correction or redirection.  Typically, the intervention is verbal and need not involve a private meeting.  The focus is on how to do a task correctly and notification of acceptable standards.  The supervisor should note the date, time, and subject of the intervention.

Performance Feedback Review

The Performance Feedback Review is a slightly more structured intervention.  It is used if coaching has not been effective or if the initial problem warrants a more intense response.  As with coaching, the focus is on the performance problem, how to resolve the problem and the indicators of positive performance.  The major difference is that this intervention is conducted in private and the employee is cautioned that further problems may result in formal disciplinary action.  The supervisor will document the date, time and subject of the intervention.
Notice of Problem Performance

The Notice of Problem Performance is a written document that is used when previous interventions have failed or when the severity of the problem warrants initial use.  The document will specify the problem, why it is a problem, how the problem can be corrected, when it must be corrected and the consequences of continued poor performance.  The document is presented during a private counseling session and must be signed by the employee.  If the employee refuses to sign, note this on the document.  The employee will keep a copy and another copy will be placed in the department personnel file.  The department head must be consulted before the Notice of Problem Performance is presented to the employee.

Intensive Supervision

If previous interventions have been ineffective or if the severity of the situation warrants and immediate, intense response, the employee will be placed on Intensive Supervision.  The period of Intensive Supervision will be for a specific period of time commensurate with the problem performance.  At the start of this period, the employee will be advised of the problem and its severity.  The supervisor will carefully identify means to correct the problem and will precisely indicate the measurers that will be used to determine satisfactory performance.  The employee will be advised that further unsatisfactory performance may lead to formal discipline under UTHSC-H procedures.

During the period of Intensive Supervision, the supervisor will meet regularly with the employee to provide assistance and to offer feedback.  This period may also be used to provide additional training.  Provisions of Intensive Supervision may include tailored assignments or placement in a work center where closer observation may be available.  All tenets of the Intensive Supervision will be provided to the employee during the initial, private counseling session.  The employee will sign a copy of the plan and a copy will be placed in the employee’s departmental personnel file. The supervisor should note  an employee’s refusal to sign on the document.  Intensive supervision must be pre-approved by the appropriate Department of Internal Medicine director.

In situations where patient abuse is alleged or where the employees continuous presence in the workplace may compromise the safety of other employees, the employee will be placed on suspension with pay status pending the outcome of the investigation of the allegations.  Investigations should be completed expeditiously.  The department director must review suspension with pay status on the third day and each subsequent day until the investigation is complete.  The director must approve suspension with pay.

For guidelines on formal disciplinary action, consult the UTHSC-H Handbook of Operating Procedures, Section 5.13.  Prior to employee notification, the appropriate Department of Internal Medicine director and the PeopleWorks Advisor must be consulted.
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