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Corrective Action Policy & Procedure

It is the policy of Cara House FRC to provide a fair and supportive process for performance
and behaviour improvements where such performance or behaviour does not meet the
required standard. This policy outlines the process by which Cara House FRC facilitates
improvement in an individual’s performance or behaviour and the steps taken when such
improvements are not reasonably forthcoming. This process is Cara House FRC Disciplinary
process.

Scope
This policy applies to all permanent and temporary employees of Cara House FRC, including
those on job-sharing and part-time contracts.

Rationale

To provide employees with an opportunity to improve performance or behaviour that falls
below the required standard within a reasonable time frame. To ensure that employees are
treated in a fair and consistent manner in all business units in Cara House FRC.
Performance and behaviour guidelines

Cara House FRC requires certain standards of performance and behaviour from its
employees. The following list, which is not an exhaustive list, gives examples of unsatisfactory
performance or behaviour:

. Smoking inside and outside the building, while not in a designated area;
. Continuous poor timekeeping and attendance;

. Inadequate job performance;

. Refusal to carry out reasonable instructions;

. Disregard for protocol and/or safety procedures on site;

. Unauthorised absence from the workplace;

. Non-compliance with Company policies and procedures;

. Misbehaviour while attending Company-sponsored events; and/or

. Some other substantial reason.

When work falls below an acceptable standard, help will be given to the employee to improve.
If standards of work continue to fall and there is a necessity for action, it will automatically
begin with a pre-disciplinary informal discussion. Similarly, when an employee’s behaviour is
potentially inappropriate and unacceptable, it will mean the initiation of a pre-disciplinary
informal discussion or the disciplinary procedure, depending on the severity.

If disciplinary action should become necessary, each case will be treated consistently and
fairly, and the disciplinary procedure will be observed at all steps.

The employee will be given the opportunity to provide their version of events, and any
extenuating circumstances will be considered. An employee’s rights will be upheld at all times,
and employees will have the right to:

. know the case against him/her;
. reply;

. due consideration of their case;
. be represented;

. appeal.



Acts of gross misconduct can lead to instant dismissal without warning or notice and without
pay in lieu of notice. The following list, which is not an exhaustive list, gives examples of acts
of gross misconduct:

. Breach of Confidentiality;

. Bringing Cara House FRC's reputation into disrepute;

. Any behaviour or deliberate concealing of information that in any way leads to the
compromise of our products or services;

. Failure to protect and safeguard Company property;

. Theft or fraud,;

. Misuse of the Internet or e-mail;

. Sleeping on Duty;

. Physical assault;

. Wilful damage to Cara House FRC or another employee’s property;

. Being under the influence of alcohol or non-medically prescribed drugs at work;

. Being in possession of controlled drugs or alcohol while on duty, whether such drugs or
alcohol are for own use or for distribution or sale to others;

. Any form of discrimination or harassment;

. Engaging in remunerative employment while absent from work, irrespective of whether
the absence is covered by a Medical Certificate or not;

. Deliberate breach of the Employee Contract;

. Deliberate or reckless failure to comply with Company Policies & Procedures;

. Gross incompetence or negligence;

. Bullying of another employee;

. Serious abuse of time-keeping and attendance procedures;

. Falsification of records; and

. Insubordination.

Corrective Action Process

There are five stages in the corrective action process as follows:
1. Counselling

2. Verbal Warning

3. Written Warning

4. Final Written Warning

5. Dismissal

In most instances, the stages in this process are implemented sequentially. For example, if a
counselling session has occurred and no improvement or behaviour has ensued, a verbal
warning is issued to the employee. However, there may be instances where more serious
action, including dismissal, is warranted at an earlier stage.

All types of warnings are held active on the employee’s personal record for a defined period of
time, depending on the stage of the process, as follows:

. Counselling- 3 months

. Verbal Warning- 6 months

. Written Warning- 12 months

. Final Written Warning- 12 months

From the first formal step of the disciplinary procedure, the role of each Manager is to be
independently objective in the process, that is, ensuring that the process is followed and that
you are treated fairly and equitably at all stages. Employees are advised that they have the
option to have a work colleague or a trade union representative present.



What happens at each step?

The following activities occur during the corrective action process:

1. Counselling — first instance of poor performance or minor misbehaviour (not considered to
be of a serious nature)

You will receive counselling from your manager or a member of the management committee
who advises you of the poor performance or misbehaviour and informs you of the required
standard. The manager or a member of the management committee explains that failure to
meet the required standard within a defined time frame will result in further corrective action.
2. Verbal Warning — repeated instances of poor performance or minor misbehaviour (not
considered to be of a serious nature)

You receive a formal verbal warning documenting poor performance or misbehaviour and
defining the improvements in performance or behaviour that are required. The warning
explains that failure to meet the required standard within a defined time frame will result in
further corrective action. A copy of the warning is given to you and is signed and dated by all
parties.

3. Written Warning — more serious instances or continued repetition of poor performance or
behaviour

You receive a written warning documenting the poor performance or behaviour and defining
the improvements in performance or behaviour that are required. The warning explains that
failure to meet the required standard within a defined time frame will result in further corrective
action. A copy of the warning is given to you and is signed and dated by all parties.

4. Final Written Warning — continued instances of poor performance or behaviour

You receive a final written warning documenting the poor performance or misbehaviour and
defining the improvements in performance or behaviour that are required. The warning advises
you that further instances of poor performance or misbehaviour will lead to dismissal without
further notice. A copy of the warning is given to you and is signed by all parties.

5. Dismissal — gross misconduct or continued instances of poor performance or misbehaviour
Gross misconduct or continued instances of poor performance or misbehaviour result in your
dismissal. Cara House FRC gives you a letter documenting the reason for your dismissal.
One or a series of previous warnings may be taken into account by Cara House FRC in
deciding upon a subsequent course of action, even though the warning(s) may not be active
after a certain period of time.

Principles of the corrective action process

The principles on which the corrective action process is based are:

" That Cara House FRC gives you details of any unacceptable performance or behaviour
as soon as possible after the unacceptable performance or behaviour has occurred;

" That Cara House FRC gives you the opportunity to state your case before deciding
whether it is necessary to implement the corrective action process;

" That you can be accompanied by an employee of your choice at any corrective action
meetings;

. That Cara House FRC warns you properly and makes you aware of the consequences
of further misbehaviour or of failing to improve your performance;

. That you can appeal to a higher level of management within an agreed timeframe of
receiving a corrective action decision, if you disagree with the decision;

" That you are given adequate time, assistance, encouragement and coaching to
improve your performance or behaviour; and

. That an employee is not dismissed on the first occurrence of unacceptable
performance or behaviour, except in instances of gross misconduct.



Extended warnings

If you have received a warning and have failed to meet the required standard but have made
reasonable progress in trying to achieve the required standard, your warning may be
extended. The extension can be between 1-month and 3-months, depending on the situation
and circumstances. You will be notified of the length of the extension to the warning. Your
progress is reviewed, and the reasons for the extension are outlined.

Suspension during an investigation

Cara House FRC retains the right, in instances where there is an issue of serious misconduct,
to suspend you with pay to facilitate an investigation into the facts of an issue. Suspension is a
neutral act and not disciplinary in itself. Employees will be informed in writing of the reasons
and duration of suspension.

Storage of disciplinary records
All records are retained in line with our Data Protection Policy.

Summary dismissal

Cara House FRC may, where there has been an act of gross misconduct, dismiss you without
notice or payment in lieu of notice following an investigation. Acts of gross misconduct are
outlined in the Performance and behaviour guidelines section of this policy. Please note that
the list giving examples of gross misconduct in that section is not an exhaustive list.

Appeals procedure

If you feel that the corrective action taken against you is unfair, you may appeal against the
decision. Your appeal must be put in writing in the form of a letter, clearly stating the grounds
on which you are appealing, to the Board of Directors. The timeframe in which you can appeal
the decision and the person to whom you make your appeal to will be detailed in the written
confirmation letter of the outcome of the disciplinary hearing (10 working days). The nominated
person will be someone who has not previously been involved in the process.

You have the right to representation at any appeal hearing. At this meeting, you will be given
the opportunity to fully present your case against dismissal. As the person hearing your appeal
has not previously been involved in the disciplinary process, you will receive a full and fair
hearing. You will have only one right of appeal, and the outcomes of this appeal are final.
Where a decision to dismiss is appealed and the decision is upheld, the date of termination of
employment will be the original date of dismissal and not the date of the outcome of the
appeal.

Internal Job Vacancies
Employees currently undergoing Cara House FRC’s Corrective Action procedure shall not be

eligible to apply for internal positions within Cara House FRC. This only applies during active
written/final warnings.




Review

This policy will be reviewed every three years or sooner if required.
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