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Labor Standards Policy
Xyz Distributing

Policy Effective Date:  __________________________

Purpose:
· Identify and establish work standards that are safe, reasonable, fair and consistent

· Utilize the established work standards as expectations of acceptable performance and to hold employees accountable for maintaining work performance at those levels

· To allow the company to effectively schedule its employees to eliminate late loads and to provide reliable, competitive service levels to customers

Definitions:

100% of Standard
The level achievable by the average trained employee working at a reasonable pace during the course of the work period

Occurrence
Each single instance of performing below 100% of Standard weekly, number of pieces picked and/or associated start/stop times. Occurrences will be tabulated for record keeping purposes but will not become part of an employee’s permanent record until s/he reaches Step 1 of the Labor Standards Policy

PF&D
Personal time, Fatigue, and normal Delay.  Time that is added to the standard time to allow for every employee to attend to his personal needs, to compensate for a decrease in performance as a result of fatigue, and to account for normal and unavoidable delays

Preferred Method
A description of the best way to perform a task under normal operating conditions

Philosophy:
· Maintaining an acceptable quality level while meeting the established productivity objectives is the responsibility of every employee.

· Each employee has an individual responsibility to contribute to the well-being and competitive position of the company by meeting or exceeding performance objectives.

· The company is responsible for establishing and informing employees of reasonable performance objectives.

· The company is responsible for providing employees with training that defines methods to be used to achieve the performance objectives.

· Each employee is responsible for efficiently and effectively utilizing this training to achieve the performance standards.

· Employee performance will be tabulated and posted daily to allow all parties to identify the employees who are, or are not, meeting or exceeding performance objectives.

· The company will provide counseling to assist employees in achieving the stated performance objectives.

Requirements:
· An employee must perform the Selector function ten or more hours per week, or two or more hours per day in order to be evaluated under this policy.

· An employee’s weekly performance must be a minimum of 100% of Standard.
· An employee’s daily performance must be 85% of Standard or better.

· New hires and all other probationary employees will be allowed six weeks in which to progress to 100% of Standard weekly performance.  Following is the recommended progression:
· Week 1 – must be at a minimum of 50% daily

· Week 2 – must be at a minimum of 60% daily

· Week 3 – must be at a minimum of 70% daily

· Week 4 – must be at a minimum of 80% daily

· Week 5 – must be at a minimum of 90% daily

· Week 6 – must be at a minimum of 100% daily

Point System:
· Points will be tabulated for Selectors daily and weekly

· Below 90% daily = ½ point per occurrence

· Below 85% daily = 1 point per occurrence

· Below 100% weekly = 1 point per occurrence

· One day below 90%, but a weekly average of 100% or more = 0 point

· One day below 85%, but a weekly average of 100% or more = 0 point

· Falsification or manipulation of number of pieces and/or start/stop times = 1 point per occurrence
Disciplinary Progression:
Step 1
1st occurrence of less than 100% of Standard weekly or less than 85% daily
· Verbal counseling and automatic re-training

· Re-training may be cancelled by 3 continuous weeks of 100% of Standard performance

Step 2
2nd occurrence of less than 100% of Standard weekly or less than 85% daily
· Written warning and automatic re-training

· Re-training may be cancelled by 6 continuous weeks of 100% of Standard performance
Step 3
3rd occurrence of less than 100% of Standard weekly or less than 85% daily
· Written final warning

· Re-training may be cancelled by 9 continuous weeks of 100% of Standard performance

Step 4
4th occurrence of less than 100% of Standard weekly or less than 85% daily
· Termination of employee
Occurrences will be totaled for a 12 month period extending back to the oldest occurrence (rolling 12 month period. 
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