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PURPOSE
Infraction of established policy/procedure will result in initiation of the progressive discipline process.

PROCEDURE

1.
The progressive discipline process includes the following steps:

	a. Verbal Warning/Counseling
	b.
Third Written Warning and 


Suspension

	c.
First Written Warning
	e.
d.
Forth Written Warning and 
Termination

	e.
Second Written Warning
	


2.
Based on the severity of infraction, and the resulting or potential negative patient/employee outcome, steps of progressive discipline may be waived.  Such a severe infraction would include chemical impairment while working, theft, willful endangering of a patient, etc.

3.
Disciplinary action may progress as a result of unrelated behavioral issues or infraction, example: Poor attendance results in a verbal warning, uncorrected delinquent medical records two- (2) months later can result in a first written warning.

4.
Each step of progressive discipline remains in effect for twelve (12) months.  Infractions occurring thirteen (13) months after, a progressive discipline step would require beginning the progressive discipline process again.

5.
The Office Manager will initiate verbal warnings and first written warnings.  The Owner will be involved in implementing the three remaining steps of progressive discipline.

PROCEDURE (continued):

	Infraction
	First Offense
	Second Offense
	Third Offense
	Fourth Offense

	Attendance Problems

· Unexcused absence

· Chronic Absenteeism

· Unexcused/excessive lateness
	W

W

W
	W

W

W
	S

S

D
	D

D

X

	On the Job Behavior Problems

· Intoxication at work

· Insubordination

· Horseplay

· Smoking in unauthorized     places
places

· Fighting

· Gambling

· Failure to use safety devices

· Failure to report injuries

· Carelessness

· Sleeping on the job

· Abusive or threatening language
language to supervision

· Possession of narcotics

· Possession of firearms or other weapons
other weapons
	D

W

W

W

D

W

W

D

W

W

W

D

D

D
	X

D

S

S

X

D

W

X

W

X

D

X

X

X
	X

X

D

D

X

X

D

X

S

X

X

X

X

X
	X

X

X

X

X

X

X

X

D

X

X

X

X

X

	Dishonesty and Related Problems

· Theft

· Falsifying employment application

· Willful damage to company property

· Punching another employee’s time card

· Falsifying work records
	D

D

D

D

D
	X

X

X

X

X
	X

X

X

X

X
	X

X

X

X

X



	Infraction
	First Offense
	Second Offense
	Third Offense
	Fourth Offense

	Other Problems-Outside Activities

· Unauthorized soliciting

· Unauthorized strike activity

· Wage garnishment

· Outside criminal activities

· Breaching confidentiality

· Failure to register motor vehicles

· Failure to comply with parking policy
	W

D

W

D

S

W

W
	S

X

W

X

D

W

W
	D

X

S

X

X

S

S
	X

X

D

X

X

D

D


W = Warning



S = Suspension

D = Discharge

NOTE:
This is a sample list and as such is merely a guideline; each case will be considered on its own merits.


