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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Corrective Action Policy

The Company has high performance expectations and the Company will take corrective action measures when necessary to improve performance deficiencies or to deal with violations of policies and work rules.  The purpose of corrective action is to develop and maintain long-term, successful employees through coaching and ensuring that expectations are clearly communicated.  Corrective action should both correct the situation and avoid repetition.

Corrective action may include any of a variety of actions depending on the circumstances and severity of the particular situation.  Management reserves the discretion to consider all options and whatever action it feels appropriate to the situation.

Corrective action may be taken at the discretion of management and, while we cannot compile an exhaustive list, may include any one or any combination of the following:

· Verbal coaching which may be confirmed in writing by the supervisor and placed in the employee’s personnel file.
· Written warning, placed in the employee’s file.
· Final written warning, placed in the employee’s file.
· Termination, documented in the employee’s file.
· Suspension may be used to remove an employee from Company premises during an investigation, or as a corrective action. Suspensions may be paid or unpaid as deemed appropriate.

The above options do not represent a process in which one step always follows another.  Some acts, particularly those that are intentional or serious, may warrant more severe action on the first or subsequent offense, up to and including termination.  When determining appropriate corrective action, management may consider the seriousness of the offense, the employee’s intent and motivation to change the performance, the context in which the offense took place and the overall employment history. It is within management’s sole discretion to determine the appropriate action. 

[bookmark: _GoBack]Employees will be asked to sign all corrective action documentation acknowledging receipt of the documents. 
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