Administration of Discipline Policy

PURPOSE 

The purpose of this policy is to provide guidelines for the treatment of conduct by employees that adversely affects <Company Name>. This policy applies to all employees.

POLICY

In order to promote a safe, productive, and ethical work environment, it is required that all employees adhere to the Company ethics and conduct rules.

· Disciplinary action may be taken against any employee who engages in any practice that is contrary to Company ethics and conduct rules, or ordinary, reasonable, common sense rules of conduct. Every disciplinary action is unique, and <Company Name> reserves the right to proceed at its discretion based on the particular facts or situation up to and including involuntary termination of employment.

· Disciplinary action will be taken to achieve the two-fold purpose of correcting the situation and avoiding repetition. Consideration will be given to the seriousness of the offense, the intent and behavior of the individual, and the environment in which the offense took place.

· Some acts are so serious as to warrant severe discipline upon the first known offense, including but not limited to conduct in the workplace of a violent, threatening or intimidating nature, criminal acts, or gross breaches of Company ethics and conduct rules.  For these, termination, suspension without pay, demotion, and/or reassignment may be appropriate even though no warning has been given. Other less serious situations normally will be handled under the concept of progressive discipline; that is, increasingly severe disciplinary measures will be applied for subsequent violations.

· While some latitude is permitted in determining the type of corrective action appropriate to the circumstances, the intent is that relatively uniform disciplinary actions for similar offenses will be taken Company-wide. 

· Company ethics and conduct rules will be conspicuously posted in each facility, and each employee will be provided a copy during the new hire orientation process.

· Violations for which the employee may be subject to criminal prosecution will be reviewed immediately to determine if criminal proceedings should be initiated.

· Certain rule violations may be so minor that no written record will be necessary and a discussion with the employee will serve the objective of this policy. Otherwise, a written record will be made for any violation and the disciplinary action that is taken; this record shall be kept for an appropriate period of time.

· <Company Name> is an "At Will" employer and reserves the right to terminate the employment of any employee at any time, with or without cause.  "At Will" language is included within this discipline policy to expressly refute any inference that, by virtue of following progressive discipline where appropriate, <Company Name> is other than an "At Will" employer.

· Generally, substandard work performance will be addressed through performance reviews and other management actions, including, in appropriate cases and with the prior approval of the director of Human Resources, suspension or termination.

· Managers at all levels have primary responsibility for use of and compliance with this policy within their respective organizations.

· The director of Human Resources is responsible for the interpretation, implementation, and maintenance of this policy.

