SAMPLE DISCIPLINARY ACTION POLICY

It is the policy of <<company name>> to discipline an employee whenever he/she violates a rule, a regulation, or performs unsatisfactorily.  The following policy describes the procedure for administering fair and consistent discipline.  The purpose of this policy is to correct the problem and prevent it from happening again.
In each instance, the disciplinary action taken is to be consistent and in proportion to the seriousness of the violation.  In addition, discipline is to be administered by the employee’s supervisor as soon as it is practical.  However, a violation which is serious in nature is to be corrected by any supervisor immediately, whether the employee is a subordinate or not.

Both you and <<company name>> have the right to terminate employment at will, with or without cause or advance notice.  <<company name>> may use this discipline policy at it’s discretion.

Four types of discipline are recognized.  These are verbal warning, written warning, suspension, and dismissal.

Warning notices will be placed in the applicable employee’s personnel file.  Should further violations occur, such warnings will remain as a basis for progressive disciplinary action for a period of 23 months.

These rules are published for your information and to minimize the likelihood of any employee, through misunderstanding or otherwise, to become subject to any disciplinary action.  Violation of any <<company name>> rule cannot be ignored by Management.

1. Violation of any of the following rules, or any other actions deemed extremely serious by management,  may be considered adequate justification for discharge for the first offense:

a) Possession, carrying, or being under the influence of intoxicating beverages or narcotics on <<company name>> property.

b) Stealing or attempting to steal property from any individual on <<company name>> premises, or stealing or attempting to steal property from <<company name>>.
c) Bodily assault upon any person or fighting on <<company name>> premises.

d) Possession of firearms or any dangerous weapons or explosives on <<company name>> property.

e) Threatening, intimidating, coercing, or interfering with other employees.

f) Insubordination to supervisor, refusal to perform supervisor’s assignments, or directing abusive or threatening language at any supervisor, employee, or representative of <<company name>>.
g) Disclosing business information of a confidential nature to unauthorized persons, or any action by an employee that might cause the employer to lose business or that would create poor public relations.





           


h) Falsification of employment applications, time cards, production reports, or other records of <<company name>>.
i) Intentionally punching out the time card of another employee, permitting someone else to punch out your time card, or tampering with time cards or clock; failure to punch card when entering or leaving the building, except when entering or leaving on company business.

j) Fraud committed by knowingly accepting pay for operations not performed or time not worked.

k) Acts of sabotage or other interference with <<company name>> projects.

l) Defacing <<company name>> property.

m) Conviction of a felony.

n) Sleeping during working hours.

o) Absence for three consecutive working days without notifying <<company name>> (except in extenuating circumstances.)
p) Inciting other employees to riot.

q) Unsafe operation of equipment in a negligent manner or destruction of <<company name>> material or property or the property of fellow employees.  (The purpose of this provision is to impress upon each employee the need to observe responsible, intelligent, and safe working practices for his/her own and his/her coworker’s safety as well as the protection of valuable Company property.)
2. The following process may be used for violation of any rules in 3.a. through p. below.
a) The existence of a Disciplinary Policy is not a guarantee of its use.  The Company reserves the right to terminate employment at any time, with or without reason.  Additionally, the Company reserves the right to prosecute any employee for any infractions.

b) First Offense - Oral reprimand (memo to personnel file)

c) Second Offense - Written reprimand and warning

d) Third Offense - Suspension for a three-day period without pay

e) Fourth Offense - Discharge

3. The following rule violations, as well as other offenses deemed appropriate by management,  will be cause for disciplinary action prescribed above:

a) Removing packages from the premises without written permission of Management

b) Ignoring safety rules or common safety practices

c) Running, scuffling, throwing objects, horseplay, or disorderly conduct of any kind.

d) Failing to report occupational injury promptly to supervisor.

e) Unauthorized soliciting of funds or distributing literature on <<company name>> property.  Unauthorized posting or removal of notices, signs, or writing in any form on bulletin boards or <<company name>> property at any time.

f) Unexcused or excessive tardiness or absence (not covered by 1.o above).

g) Leaving an assigned working area during working hours for any reason without authorization from a member of Management, except for lunch, coffee break, and going to and from the rest room.

h) Gambling on <<company name>> property and during Company time including the distribution of gambling material.

i) Leaving work before the end of the shift or not being ready to begin work at the start of a shift or working overtime without permission of Management.

j) Loafing or spending unnecessary time away from the job.

k) Inefficiency, negligence, or lack of effort on the job.

l) Unauthorized possession or use of any <<company name>> property, equipment or materials.

m) Contributing to unsanitary conditions or poor housekeeping or eating at workstations.

n) Smoking in unauthorized or restricted areas.

o) Unauthorized presence on <<company name>> premises outside of employee’s scheduled work hours.

p) Use of <<company name>> property or time for the personal financial gain of an employee other than the full-time employment as a <<company name>> employee.

The lists in this discipline policy are examples only and are not all inclusive.  In serious circumstances, some problems will justify a suspension or termination without going through the above-described discipline process.

By using this progressive discipline policy, we hope that employee problems will be corrected at an early stage.

This document is provided as general guidance only. Always consult with an attorney to apply the specific facts of the situation to the law.
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