
How to Approach Employee Relations Issues 
This document template provided courtesy of Patrick Schoen, Human Resources Manager, 

Minnesota State Fair (March 2023) 
 
Purpose: The goal of this portion of [training name here] is to provide each of the [name of fair 
here] superintendents [or whomever you’re providing the training to] with a step-by-step 
process on what to do if they encounter employee relations issues during the [name of fair 
here]. It is strongly recommended that all superintendents follow the six-step process below to 
ensure that all investigations are done in a thorough, fair, and timely manner. 
 

Step 1: Superintendent directly observes an employee’s problem behavior, or it is reported to 

them by another employee/customer. 
a. The superintendent should explain to the complaining party that all individuals involved 

in the investigation and all information gathered will remain confidential to the extent 
possible for a thorough investigation. 

b. Please note that we cannot promise absolute confidentiality to any party involved 
with the investigation. 
 

Step 2: Contact [name and title of human resources representative] regarding the incident. 

a. Contact Info: 
o [name of human resource representative]: [phone number] 

b. [list where the human resource representative’s office is located] 
 
 

Step 3: Work with Human Resources to give your side of the story, identify all parties involved 

and what part each individual had in the incident. 
a. This is to ensure that all necessary parties will be interviewed and have a chance to give 

their side of the story and all witnesses can provide additional details regarding the 
incident. 

 

Step 4: Human Resources will conduct interviews with all parties involved. 

a. All interviews will take place in private in the [location of human resources office]. 
 

Step 5: Human Resources will meet with superintendent to determine the best course of 

action. 
a. Possible solutions can include, but are not limited to verbal warning, written warning, 

suspension, or termination of employment. 
 

Step 6: Human Resources and superintendent conclude the investigation and Human 

Resources completes [note relevant paperwork here if needed]. 
 
 


