Lubricar Inc. Protocol


	Title
	25.  Steps for Terminating an Employee

	Objective
	To legally terminate an employee with unsatisfactory work performance.

	Responsibility
	Management Staff

	Steps
	1)  All reprimands must be built and saved in www.developu4u.com.  The signed printed copy must be sent to the HR Department to be documented and saved in the employee’s payroll file.

2) To terminate an employee you should be able to produce documentation, ideally 1 verbal and 1 written reprimand given previous to the date of the final incident. However, Lubricar does not practice progressive discipline.

3) You must have no lower than a District Managers approval for a crewmember or Operations Manager and HR approval for a management team member.  The employee will then be placed on unpaid leave during the length of the investigation.

4) The District or Operations Manager must verify all documentation before                   the approval for termination will be granted.
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