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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.

Sample Progressive Discipline Policy

[bookmark: _GoBack]The Company is committed to administering equitable and consistent discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one that does not have to be enforced, and comes from good leadership and fair supervision at all employment levels. The Company recognizes that there are types of employee problems that are serious enough to justify either a suspension, or termination of employment, without going through the usual progressive discipline steps.

Disciplinary action may call for different options including but not limited to verbal warning, written warning, suspension, or termination of employment depending on the severity of the problem and the number of occurrences. One or more steps in the progressive discipline process may be bypassed and a progressive process is not guaranteed.

Progressive discipline means that, with respect to most disciplinary problems, the following steps may be followed: 

· Verbal Warning: A supervisor may discuss the problem regarding an employee’s performance or conduct. An informal written record of the discussion should be completed by the supervisor and a copy provided to the employee and Human Resources.
· Written Warning: If a performance or conduct problem is sufficiently serious, or a previously reviewed problem has not been resolved, a supervisor may give a written letter which outlines the nature of the problem, and the performance or behavior expected.  Forward a copy to Human Resources to be placed in the individual’s Employee Record.
· Suspension: If a performance or conduct problem is of a severe or persistent nature, an employee may be directed to take a suspension to give them an opportunity to develop a plan to improve their performance and commit to it, or submit their resignation. A suspension may also be necessary pending the results of an investigation. Depending on the circumstances, suspensions may be with or without pay. Consult with Human Resources prior to taking this action.
· Discharge: Employment may be terminated.  Consult with Human Resources prior to taking this action.

While it is impossible to list every type of behavior that may be deemed a serious offense, our Employee Conduct Policy includes examples of problems that may result in immediate suspension or termination of employment. 

By using progressive discipline, most employee problems can be corrected at an early stage, benefiting both the employee and the Company.

Employees will be asked to sign all disciplinary documentation acknowledging receipt of the documents. 
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