	Violation of Customer Code of Conduct
	Corrective Actions

	Level 1 Violations
Violating the Customer Code of Conduct by:
· Not actively engaging in job search or community based resources; 
· Accessing inappropriate websites such as viewing pornography, violent acts, illegal activities, public chat rooms, online shopping/dating (NOTE: Accessing community resources is an appropriate use of WFC resources and is not a violation of the Code of Conduct);
· Using WFC equipment (including computers, printers, copier, fax, phones, etc.)  for personal use or to conduct separate business activities;
· Speaking/behaving in a manner that is disruptive;
· Talking on a cell-phone;
· Smoking or using tobaccos products (including e-cigarettes and vapor devices);
· Not keeping children quiet or under immediate care of an adult; 
· Bringing a Non-service animal into Resource Area; or
· Behaving in a disruptive way that indicates the customer may be in possession of or under the influence of a controlled substance or alcohol. (NOTE: The customer’s behavior may be a result of a medical issue and not that of a controlled substance/alcohol. If you are concerned you may ask the customer if he/she needs medical attention.) 
	Resulting Actions by WFC Staff
· 1st Offense – Ask the customer to change the behavior;
· Refer customer to the Code of Conduct; 
· Warn customer that subsequent offense(s) will result in loss of WFC resource area privileges for the remainder of the day; 
· 2nd Offense – Ask the customer to change the behavior;
· Refer customer to the Code of Conduct; 
· Warn customer that subsequent offense(s) will result in loss of WFC resource area privileges for the remainder of the day; 
· 3rd Offense – Suspension for rest of day;
· Provide the customer with the One Day Notice  of Suspension from Resource Area letter. The employee must fill in the following:
· Date;
· A brief sentence about the behavior that caused the suspension; 
· The WFC location; and
· The employee’s signature.
· If the customer refuses to leave, call 911. Staff should never attempt to physically remove a customer.
· Record the suspension on the Incident Log. 
· The One Day Notice of Suspension from Resource Area does not need to be sent to DEED headquarters.

	Level 2 Violations
Violating the Customer Code of Conduct by:
· Using abusive or foul language or gestures; or
· Having a verbal confrontation with staff or other customers.
	Resulting Actions by Resource Area Staff
· The employee may suspend the customer from the Resource Area for the remainder of the day by providing the customer with the One Day Notice of Suspension from Resource Area letter. No warning is necessary. Fill in:
· Date;
· A brief sentence about the behavior that caused the suspension; 
· The WFC location; and
· The employee’s signature.
· [bookmark: _GoBack]For repeat offenders, at the discretion of the WFC Site Manager or designee, the customer may be suspended from the Resource Area for a length of time not to exceed six (6) months by providing the completed Notice of Suspension from Resource Area to the customer. Send a copy to Ann Feaman and Karen Lilledahl. Fill in: 
· Date;
· Customer’s name or “Customer;”
· A brief sentence about the behavior that caused the suspension; 
· The length of the suspension;
· The date the customer may return; 
· The location of the WFC; and
· Signature of WFC Sit Manager or Designee.
· Record the suspension on the Incident Log. 

	Level 3 Violations
Violating the Customer Code of Conduct by:
· Causing or threatening to cause physical harm to any person;
· Physical confrontation with any person;
· Theft of or causing damage to WFC property or to an employee’s or customer’s property; or
· Possession of an illegal weapon or firearm. (NOTE: if the building is state-owned, then legally, according to Minnesota statute, firearms cannot be prohibited.) 

	Resulting Actions by WFC Staff
For any occurrence of a level 3 violation:
· Call 911 and request a copy of the police report. (Under no circumstances confront the customer. If your WFC has a security guard then he may confront the customer.)
· At the discretion of the WFC Site Manager or designee, the customer may immediately be suspended from the Resource Area for a length of time not to exceed six (6) months by providing the customer with the completed Notice of Suspension from Resource Area letter. Send a copy to Ann Feaman and Karen Lilledahl.
· The Notice of Suspension from Resource Area letter requires the following to be filled in:
· Date;
· Customer’s name or “Customer;”
· A brief sentence about the behavior that caused the suspension; 
· The length of the suspension;
· The date the customer may return; 
· The location of the WFC; and
· Signature of WFC Site Manager or Designee.
· The manager may request a suspension of six (6) months or more by contacting Ann Feaman or Karen Lilledahl. 
· In addition, the Violence/Threat Report Form must be completed and sent to Brenda.Tuma@state.mn.us
· Record suspension on the Incident Log. Include a copy of the police report and the Violence/Threat Report Form.

	For other violations not listed above call or email:
	Ann Feaman 651-259-7097 Ann.Feaman@state.mn.us 
Karen Lilledahl 651-259-7089 Karen.Lilledahl@state.mn.us
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