
HR CORNER
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 O C T O B E R  2 0 2 3

Management resources for all things HR related. Stay up-to-date on company
information, policies, benefits and much more! Stay informed on processes and
requirements. 

TRAINING DAY 
We have scheduled a Meet & Greet for Bee Line Team Members
to meet Bee Line’s management and earn another training
certification to be top of mind for future promotions.

There will be 4 training sessions in 10 minute intervals.
Exam Room Training presented by Jesse Parra

Operating Room presented by Tom Klimaszewski
Restroom Cleaning presented by Eduardo Tellez

Floor Care presented by Jovanni Lazaro

Employees will have an opportunity to meet and mingle with their
managers as well as be entered in a raffle to won gift cards and
Bee Line swag!

Training Day is November 11, 2023 11am-1pm

11:00am – Arrivals and Tour Bee Line HQ
11:30am – Training (OR, Exam Room, Restroom, Flooring)
12:30pm – Announce Raffle Winners
1:00pm – Event completed

Share QR Code for employees to RSVP

Reporting Absences to HR

Include: 

Employee Name

Date of Absence

Reason for Absence

Number of Hrs to Cover

Any text screenshots or

paperwork sent by employee

related to absence.

REMINDER



"He was having so much fun with his

classmates and teacher that he didn't

want to go home!"

Workplace Investigations

E n s u r e  c o n f i d e n t i a l i t y .   A s  a  r e s p o n s i b l e  e m p l o y e r  w e  m u s t  p r o t e c t  t h e  c o n f i d e n t i a l i t y  o f
e m p l o y e e  c l a i m s  t o  t h e  b e s t  o f  o u r  a b i l i t y .  W e  m u s t  c o n d u c t  a  p r o m p t  a n d  a n  e f f e c t i v e
i n v e s t i g a t i o n .   T h e r e f o r e ,  i t  m a y  n o t  b e  p o s s i b l e  t o  k e e p  a l l  i n f o r m a t i o n  g a t h e r e d  i n  t h e
i n i t i a l  c o m p l i a n t ,  s u c h  a s  i n t e r v i e w s  a n d  r e c o r d s ,  c o m p l e t e l y  c o n f i d e n t i a l .   E x p l a i n  t h a t  a l l
i n f o r m a t i o n  w i l l  r e m a i n  c o n f i d e n t i a l  t o  t h e  e x t e n t  p o s s i b l e .  
C r e a t e  a  p l a n  f o r  i n v e s t i g a t i o n .  A  c o m p l e t e  p l a n  s h o u l d  i n c l u d e  a n  o u t l i n e  o f  t h e  i s s u e ,
t h e  d e v e l o p m e n t  o f  a  w i t n e s s  l i s t ,  s o u r c e s  f o r  i n f o r m a t i o n  a n d  e v i d e n c e ,  i n t e r v i e w
q u e s t i o n s  t a r g e t e d  t o  e l i c i t  c r u c i a l  i n f o r m a t i o n  a n d  d e t a i l s .  
C o n d u c t  I n t e r v i e w s :  

T h a n k  t h e  e m p l o y e e  f o r  t h e i r  t i m e  &  c o o p e r a t i o n .
A d d r e s s  t h e  n a t u r e  o f  w h a t  i s  b e i n g  i n v e s t i g a t e d .
E x p l a i n  t h a t  t h e  m a t t e r  u n d e r  i n v e s t i g a t i o n  i s  s e r i o u s  a n d  t h e  c o m p a n y  h a s  a
c o m m i t m e n t / o b l i g a t i o n  t o  i n v e s t i g a t e  t h e  c l a i m .
E x p l a i n  t h a t  n o  c o n c l u s i o n  w i l l  b e  m a d e  u n t i l  a l l  o f  t h e  f a c t s  h a v e  b e e n  g a t h e r e d  a n d
a n a l y z e d .
S t a t e  t h a t  a n y  a t t e m p t  t o  i n f l u e n c e  t h e  o u t c o m e  o f  t h e  i n v e s t i g a t i o n  b y  r e t a l i a t i n g
a g a i n s t  a n y o n e  w h o  p a r t i c i p a t e s ,  p r o v i d i n g  f a l s e  i n f o r m a t i o n  o r  f a i l i n g  t o  b e
f o r t h c o m i n g  c a n  b e  t h e  b a s i s  f o r  c o r r e c t i v e  a c t i o n  u p  t o  a n d  i n c l u d i n g  t e r m i n a t i o n .

S u b m i t  w r i t t e n  i n v e s t i g a t i o n  r e s u l t s .   O n c e  a l l  i n t e r v i e w s  h a v e  b e e n  c o n d u c t e d ,  o t h e r
n e c e s s a r y  p r o c e d u r e s ,  s u c h  a s  e v i d e n c e  c o l l e c t i o n ,  s h o u l d  b e  c o m p l e t e d .  S u b m i t  a l l
d e t a i l s  t o  H R  D e p a r t m e n t  t o  d e t e r m i n e  a n y  e m p l o y m e n t  a c t i o n s  t h a t  a r e  w a r r a n t e d  b a s e d
o n  t h e  i n v e s t i g a t i v e  r e p o r t .  

F i n a l  r e p o r t  s h o u l d  s u m m a r i z e  t h e  f o l l o w i n g :
T h e  i n c i d e n t  o r  i s s u e s  i n v e s t i g a t e d ,  i n c l u d i n g  d a t e s .
P a r t i e s  i n v o l v e d
K e y  f a c t u a l  a n d  c r e d i b l e  f i n d i n g s ,  i n c l u d i n g  s o u r c e s  r e f e r e n c e d .
E m p l o y e r  p o l i c i e s  o r  g u i d e l i n e s  a n d  t h e i r  a p p l i c a b i l i t y  t o  t h e  i n v e s t i g a t i o n .
S p e c i f i c  c o n c l u s i o n s .
I s s u e s  t h a t  c o u l d  n o t  b e  r e s o l v e d  a n d  r e a s o n s  f o r  l a c k  o f  r e s o l u t i o n .
E m p l o y e r  a c t i o n s  t a k e n .

C l o s u r e  o f  I n v e s t i g a t i o n .   H R  a n d  M a n a g e r  w i l l  d e t e r m i n e  n e x t  s t e p s .  W h e n  n e c e s s a r y ,  w e
m u s t  t a k e  c o r r e c t i v e  a c t i o n  t h a t  i s  a p p r o p r i a t e  t o  t h e  s i t u a t i o n ,  s u c h  a s  d i s c i p l i n a r y  a c t i o n
u p  t o  i n c l u d i n g  t e r m i n a t i o n .   

T h e r e  m a y  b e  t i m e s  i n  w h i c h  w e  a r e  r e q u i r e d  t o  c o n d u c t  a  W o r k p l a c e  I n v e s t i g a t i o n .   R e a s o n s
f o r  i n v e s t i g a t i o n  c a n  b e  c l i e n t  o r  e m p l o y e e  c o n c e r n s  a n d / o r  s a f e t y  r e l a t e d  i n c i d e n t s .  

B e l o w  i s  a  g u i d e l i n e  w h e n  c o n d u c i n g  w o r k p l a c e  i n v e s t i g a t i o n s .

* R e f e r e n c e s  S H R M  -  H o w  t o  C o n d u c t  a n  I n v e s t i g a t i o n *


