Discipline (Progressive) 

[Employer] wants every employee to contribute and grow while at [Employer]. When an employee’s actions or inactions detract from the success of [Employer] or its [employees, associates, people e.g.] [or clients, customers, mission e.g.], management may invoke disciplinary measures.

Whether or not disciplinary measures are invoked are at the discretion of management. Below are some of the discipline measures management has the option to choose from when it believes discipline is necessary. 

Please note that management may choose any or none of the steps at its discretion and is not required to follow any step-by-step procedure.   

[Disciplinary] Warning

A [disciplinary] warning is a form of discipline and notice that you should discontinue some action or take action immediately. For example, should you fail to follow your [manager’s, supervisor’s e.g.] instructions or violate a provision of this [handbook, manual e.g.], you may receive a [disciplinary] warning. 

More than one [disciplinary] warning can lead to a reprimand, negative evaluation, or even termination. 

[Managers have the discretion of offering two types of [disciplinary] warnings: verbal and written. Verbal [disciplinary] warnings are issued orally from a [manager, supervisor e.g.]. At their discretion, a [manager, supervisor e.g.] can record a verbal warning into writing and place it in your employee file.]

[Written [disciplinary] warnings are warnings that are put into writing signed by the manager and read to you. Whether or not a warning is placed into your file is at the discretion of management. [Written [disciplinary] warnings are placed in your employment file for future reference].]

[[Disciplinary] warnings are not a pre-requisite before issuing a reprimand or terminating your employment.]

[Reprimand

A reprimand is a form of discipline that is more serious than a [disciplinary] warning. A reprimand is a written rebuke or admonishment for an action taken or not taken. It is signed by management [and acknowledged by you] and is placed in your employment file.

Whether or not a reprimand is issued is at the discretion of management. No counseling or warning is required on the part of management before a reprimand is issued.  

[Reprimands are reviewed for determining an employee’s contribution to [Employer] during evaluations and other important employer decisions.]]

[Suspension Without Pay

At management’s discretion, employees may be suspended without pay for a period of time as a consequence for an action taken or not taken. During this time, an employee is not permitted to work for the employer and no wage or salary is provided for the time the employee is suspended. 

[In addition to suspension without pay, a reprimand is placed in the employee’s employment file.]

Whether or not a suspension without pay is levied is at the discretion of management. No counseling, [disciplinary] warning or other form of discipline is required on the part of management before a suspension without pay is issued.  

[Suspensions without pay are reviewed for determining an employee’s contribution to [Employer] during evaluations and other important employer decisions.]]

Progressive Discipline

Management may discipline an employee in the manner it determines is best and terminate the employment relationship at any time with or without warning or notice even if an employee is or has in the past been progressively disciplined for the same offense. 

Even so, it is the desire of [Employer] to discipline employees in a constructive and progressive manner. If circumstances permit, management has the discretion to follow a progressive discipline process before terminating an employee. An example of a progressive discipline process is listed below:

· First offense-[Warning, Disciplinary Warning e.g.];

· Second offense-[Disciplinary Warning, Reprimand, e.g.];

· Third offense-[Reprimand, Suspension without Pay e.g.];

· Fourth offense-[Suspension without Pay, Termination e.g.].

Reporting Unfair Discipline

If you believe that you are being disciplined unfairly or in a discriminatory manner [or that your discipline constitute abuse, including abuse of power], you should report your concerns immediately to your [Human Resources Department, Personnel Department, Compliance Department e.g.]. You do not have to confront the person who has disciplined you to report unfair discipline. 

Good faith reports of abuse of discipline will be managed with the attention they deserve, including investigation of the charges. False reports of abuse can lead to more discipline, including termination. 

If you do not feel comfortable reporting as listed above, or if you did report and are not satisfied with the response, then you should direct your report or dissatisfaction to [Human Resources Department, Personnel Department, EEO Department, Compliance Department e.g.]. 

If for any reason you do not want to discuss the matter with the persons or departments listed above, you may report the matter to [Human Resources Department, Personnel Department, EEO Department, Compliance Department e.g.] [or the President, CEO e.g.].

Please note that you are not required to confront the person or persons that have given you reason to report. However, if you experience what you believe is unfair discipline, you must make a reasonable effort to make the wrong known as soon as you experience or discover it, or soon after. Discussing or reporting acts of unfair discipline to any person not listed above does not constitute a report.

At-Will 

Please note, you are an at-will employee, and nothing in this [employee handbook, handbook, manual, policy manual, guideline e.g.] or this particular policy shall constitute a contract requiring certain actions be taken before termination, including any step-by-step or progressive discipline procedure. [Employer] has the right to terminate your employment at any time and for any lawful reason with or without rendering counseling, warnings, reprimands or other forms of discipline. Likewise, you may terminate your employment with [Employer] at any time and for any reason.

Questions About This Policy

If you have questions, suggestions or concerns about this policy, you should direct them to [your manager, your supervisor, the Human Resources Department, the Personnel Department e.g.].

[If you feel uncomfortable discussing your questions, suggestions or concerns about this policy with [the person, the persons, the department e.g.] listed above, you can direct them to the [Human Resources Department, Personnel Department e.g.] [or the President, CEO e.g.].]
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