DISCIPLINE POLICY

CAUTION: Should not be used without proper review from our Human Resource Consultant or Attorney.

The purpose of the Discipline Policy is to protect the company from suits, charges or other complaints which cannot be successfully defended.  The Discipline Policy has been formulated to provide direction and guidance in employee supervision.  The rules, while not all inclusive, have been established in the best interest of Company X.

Any violation of rules constitutes misconduct, and appropriate disciplinary steps should be administered.  The discipline policy is designed to prompt the employee to correct the problem.  It also provides increasingly serious steps if the problem is not resolved.  The discipline steps are:

Step One:
The Oral (Verbal) Reminder

Step Two:
The Written Reminder

Step Three:
The Final Written Reminder

Step Four:
Suspension; termination

A critical factor in the discipline procedure is documentation.  All discipline steps must be documented and a record maintained in the employee’s file.

In addition to guidance, this policy also provides the necessary latitude for management when determining the disciplinary action to be taken.  When determining the most appropriate discipline step for any infraction, consideration is given to:

· type of infraction--minor, serious, major and employee’s past discipline record

Below is an illustration of some infractions along with their definitions, examples and appropriate disciplinary steps.

MINOR:
Definition
Examples
Discipline
Does not involve question of honesty
Excessive tardiness
First offense1


Poor housekeeping  
Verbal reminder

Does not in and of itself constitute
Overstaying breaks
Second offense1
a threat to the operation of the  
and/or lunch breaks  
Written corrective

company   

notification

Does not pose a threat to the safety
Minor inefficiencies
Third offense1
and well-being of the individual  

Final warning (written)

or fellow employees

Does have a tendency to intensify
Absenteeism
Fourth offense1
into a more serious problem if not  

Suspension;

corrected promptly  

Termination

1First, second, third and fourth do not refer to the actual occurrences of the infraction, but refer to the times the same minor infraction is discussed with the employee.



SERIOUS:
Definition  
Examples                  
Discipline
Constitutes a threat to the operation
Smoking in restricted
First offense--Corrective

of the company  
area  
notification or 


Unexcused absence
Final warning

  
without notification
Choice would depend 


Careless work 
upon:


Ignoring prescribed
(a)severity of infraction


safety rule
(b)management’s 



previous

Constitutes a threat to the
Violation of cash
action for similar 

safety and well-being
register rules
infraction

of the individual or fellow employees 
 
(consistence is very 



important)

Writing bad checks
(c)management’s 



judgment about which
Reporting to work
step would be more 

  
under the influence 
effective in bringing 



about the desired



change in employee

MAJOR:
Definition   
    Examples                  
   Discipline
Acts which seriously threaten the
Deliberate falsification 
First offense--

operation of the company
of company records or
Suspension

 
(employment application  
(Employee is 



immediately placed on 



suspension while

  

a thorough investigation



is conducted)

Acts which seriously threaten
Threatening or striking
Termination (If


the well-being of the individual
a supervisor
investigation 

or fellow employees

indicates termination is 



appropriate, do so 


Falsifying information on time card
regardless of



whether any previous


Theft of company property
offenses have occurred)

Acts which cannot be 
Illegal use of drugs such as 
Committing a major

tolerated in any

amphetamines, marijuana, cocaine,
infraction usually

organization

 etc., on company time &
indicates the employee



 company premises
involved lacks the self-



discipline to remain a 


Consuming alcoholic beverages
member of the 


on company time & company premises
organization

When an employee has received warnings for a combination of infractions (minor and serious; more than one minor; more than one serious), management can give the employee a final warning.  The next infraction, therefore, would result in the employee’s suspension/termination.

Suspension is an effective tool in the discipline procedure.  Especially for Serious and Major infractions, suspending the employee pending the results of an investigation is an alternative that is preferable to an on-the-spot termination.  When the information available is unclear, conflicting, insufficient, etc., it would be in the best interest of those concerned to have a thorough review of all the facts.  Suspensions are without pay.  Should an employee be reinstated, pay is given for the time suspended.

If you need assistance, call our Human Resources Consultant, Rhoda Carter at (707)748-7549, or David Keystone.




COMPANY  X

Corrective Notification Form Tracking Worksheet

Instructions

· After every employee contact, enter the date, the code for the action you took and the reason for the contact.

· When you determine that the problem has been solved, advise the employee and draw a circle around the action code.

· Use the following codes:

C=Counseling/Training Session

1=Step One:  The Verbal Reminder

2=Step Two:  The Written Reminder

3=Step Three: The Final Written Reminder

4=Step Four:  Suspension; termination

Date
Action
Reason

*A memo is to be attached to each corrective notification form discussing the disciplinary meeting in detail. 

CORRECTIVE NOTIFICATION FORM

	Employee Name:


	Date:



	Corrective Notification Steps:

____The Verbal Reminder

____The Written Reminder

____The Final Written Reminder; correction must be made or it may result in your dismissal

____Suspension; termination



	The following MINOR/SERIOUS/MAJOR incident occurred:



	You HAVE/HAVE NOT received previous corrective notifications.



	You have been informed that the following correction shall be made.



	A meeting (if applicable) to review this matter will be held on _____________.

                                                                                                              (Date)      



	Supervisor's comments on review meeting:



	Supervisor's Signature:


	Date:



	Employee:  I have read the above statement.

I DO_______   I DO NOT_______ wish to submit written comments of my own about this matter.

Employee's Comments:



	Employee's Signature:


	Date:




STEP TWO:   THE WRITTEN REMINDER
A.
Definition

A written reminder is a letter to the employee summarizing the conversation related to a performance problem.  This is the second step of the progressive discipline system.

B.
When to Use the Written Reminder

The written reminder is used after a verbal reminder has been given and no change in behavior has resulted.

C.
Before the Meeting

1.
Conduct a thorough investigation of the incident.

2.
Prepare for the meeting by reviewing your notes on the verbal reminder conversation and any other material.

3.
Make an outline or agenda of the major points you plan to cover during the meeting.

D.
During the Meeting

1.
State the actual problems in terms of desired performance and actual performance.

2.
Refer to your previous casual conversation and the verbal reminder.

3.
Give the employee a chance to respond and explain.  Listen to what the employee has to say.

4.
Tell the employee the specific change you expect in performance.

5.
Indicate your confidence that he or she will change.

6.
Ask the employee to confirm that he or she knows exactly what you expect.

7.
Tell the employee that you will write a letter summarizing the conversation.

8.
Tell the employee that this is a “written reminder,” the second step of the discipline system.

E.
After the Meeting

1.
Write a short memo to the employee summarizing the conversation and the need to improve.

2.
Distribute the copies of the memo and advise the appropriate people of the conversation.

3.
Enter the appropriate information on the Performance Tracking Worksheet.

4.
Monitor the employee’s performance to make sure that the problem has been corrected.




COMPANY  X

Sample Corrective Notification Form Tracking Worksheet

Name:    Joe Green
Instructions

· After every employee contact, enter the date, the code for the action you took and the reason for the contact.

· When you determine that the problem has been solved, advise the employee and draw a circle around the action code.

· Use the following codes:

C=Counseling/Training Session

1=Step One:  The Verbal Reminder

2=Step Two:  The Written Reminder

3=Step Three: The Final Written Reminder

4=Step Four:  Suspension; termination

Date
Action
Reason

4-17-98
Step I--Verbal
Attendance Problems.

4-20-98

Counseling
Re:  Following proper work 




procedures.

4-24-98
Verbal
Using inappropriate 



language to office personnel.

6-15-98
Step II--Written Warning
Attendance.

*A memo is to be attached to each corrective notification form discussing the disciplinary meeting in detail. 

SAMPLE CORRECTIVE NOTIFICATION FORM

	Employee Name:

Joe Green
	Date:

June 15, 1998

	Corrective Notification Steps:

____The Verbal Reminder

__X_The Written Reminder

____The Final Written Reminder; correction must be made or it may result in your dismissal

____Suspension; termination



	The following MINOR/SERIOUS/MAJOR incident occurred:

Verbal warning presented on April 17, 1998 for absenteeism.

Since verbal warning, Joe has 2 unexcused absences.



	You HAVE/HAVE NOT received previous corrective notifications.   4/17/98


	You have been informed that the following correction shall be made.

Better manage your absenteeism.  Specific requirement is that 2 or more absences in the next 60 days will result in a final written reminder.



	A meeting (if applicable) to review this matter will be held on ____July 15, 1998____.

                                                                                                              (Date)      



	Supervisor's comments on review meeting:

Joe appeared upset; belligerent.  Thought I was being unfair.  Suggested he call the Employee Assistance Program for help.



	Supervisor's Signature:

Ima Supervisor
	Date:

June 15, 1998



	Employee:  I have read the above statement.

I DO_______   I DO NOT_______ wish to submit written comments of my own about this matter.

Employee's Comments:



	Employee's Signature:


	Date:




Employee Refused to sign.  Witnessed by Mary Jones--June 15, 1998



F.
Written Reminder:  Writing the Memo

1.
Contents:  The memo must contain the following information:

a.
The date of the conversation.

b.
The specific rule violation of performance problem that occurred.

c.
A reference to previous conversations about the problem.

d.
A statement of the specific change in the employee’s performance or behavior you expect.

e.
A specific time frame for improvement; that is, what do you expect, how it will be achieved, and by when?

f.
State the consequences of failing to improve.

g.
Any comments or statements the employee made during the conversation.

h.
A statement indicating your confidence in the employee’s ability to perform properly in the future.

STEP THREE:   THE FINAL WRITTEN REMINDER
A.
Definition

A final written reminder is a letter to the employee summarizing the conversation related to a performance problem.  This is the third and final step of the progressive discipline system.

B.
When to Use the Final Written Reminder (Warning)

The final written reminder is used after the written reminder has been given and no change in behavior is resulted.  In a planned discharge, this is the last step.  There may be infractions committed by the employee that are so serious; i.e., insubordination, alcohol abuse, fighting on the job, falsification of job application, sexual harassment, etc., where the final written warning is the first and last step in progressive discipline (refer to policy on discipline).

C.
Procedures

The same procedures used in the written reminder apply to final written reminder; that is, before the meeting, after the meeting and writing the memo portion.  It is most important in a final written reminder that you establish, in specific terms, what you expect as far as improvement.  Vague generalities such as “improve performance” will not hold any weight in wrongful discharge litigation.

You must advise the employee that failure to improve in the specific time frame may/will result in their discharge.

(See attached warning).




COMPANY  X
SAMPLE PERFORMANCE TRACKING WORKSHEET
Name:    Joe Green
Instructions:After every employee contact, enter the date, the code for the action you took and the reason for the contact.  When you determine that the problem has been solved, advise the employee and draw a circle around the action code.  Use the following codes:

C  =Counseling/Training Session

1  =Step One:The Oral (Verbal) Reminder

2  =Step Two:The Written Reminder

3  =Step Three:The Final Written Reminder

4  =Step Four:Suspension; termination

     Date
Action
Reason

4-17-98
Step I--Verbal
Attendance Problems.

4-20-98

Counseling
Re:  Following proper work 




procedures.

4-24-98
Verbal
Using inappropriate 



language to office personnel.

6-15-98
Step II--Written Warning
Attendance.

6-20-98
CounselingEAP
Drinking problems, family-


(Suggested he seek help.)
related issues.

7-20-98
Step III--Final Written
Attendance problems--30



days of continuous probation.




SAMPLE CORRECTIVE NOTIFICATION FORM

	Employee Name:

Joe Green
	Date:

July 20, 1998

	Corrective Notification Steps:

____The Verbal Reminder

____The Written Reminder

__X_The Final Written Reminder; correction must be made or it may result in your dismissal

____Suspension; termination



	The following MINOR/SERIOUS/MAJOR incident occurred:

Two unexcused absences since written warning on June 15, 1998.



	You HAVE/HAVE NOT received previous corrective notifications.   

Verbal Warning:  4/17/98

Written Warning: 6/15/98


	You have been informed that the following correction shall be made.

Better manage your absenteeism.  Specific requirement is that 2 or more absences in the next 60 days will result in a final written reminder.



	A meeting (if applicable) to review this matter will be held on  Continuous Review (Probation Status)
                                                                                                              (Date)      



	Supervisor's comments on review meeting:

Advised Joe to solicit help through the Employee Assistance Program.



	Supervisor's Signature:

Ima Supervisor
	Date:

July 20, 1998



	Employee:  I have read the above statement.

I DO_______   I DO NOT_______ wish to submit written comments of my own about this matter.

Employee's Comments:



	Employee's Signature:


	Date:




