(ORGANIZATION) Policy 002.02.01
Discipline / Termination
Subsections: 002.02.01.01 – 002.02.01.04

Reprimand, Probation, Suspension, Involuntary Termination
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	Board of Directors
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	CEO
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	First Approval Date: 1992
	
	Next Review Due: 2013

	Dates Reviewed:1994-2011
	
	Dates Revised: 2011

	Dates Revisions Announced to Staff: June 21, 2009



	Purpose:
	To outline procedures for discipline and / or termination of (ORGANIZATION) employees.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) Staff

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	n/a


Text of Guideline:

(ORGANIZATION) is committed to working with staff members to resolve employment issues as they arise.  Nonetheless, it is important to have a clear outline of disciplinary procedures which will be followed should an issue not be resolved through less formal mechanisms (such as conversation/coaching between employee and supervisor).
There are four types of disciplinary actions that will be followed when enforcing employee conduct and related procedures necessary to preserve the effective operation of (ORGANIZATION). Disciplinary actions will be taken when an employee violates any (ORGANIZATION) policy or otherwise impedes (ORGANIZATION)’s operations or mission.
Subsection 002.02.01.01 Disciplinary Action 1: Reprimand

Reprimands are documented in writing, signed by the employee for the purpose of acknowledging receipt, with a copy placed in the employee’s personnel file. Reprimands will also be signed by the employee’s supervisor and the CEO and will contain the specifics of the conduct for which the employee is being reprimanded with appropriate recommendations when applicable.  An employee being reprimanded may elect to write a statement stating her/his viewpoint to be attached to the reprimand in the personnel file although this will not negate the consequences of the reprimand.
Any two written reprimands in any 12-month period automatically places the employee on probation.  Any three written reprimands in any 12-month period are cause for termination.

Written reprimands may be appealed to the level of the CEO and no higher, except that when three reprimands in 12 months are cause for termination, the full Board may review those reprimands on appeal of the termination.

Subsection 002.02.01.02  Disciplinary Action 2: Probation
Documentation of probation must be in writing and must contain both the specifics or details of the conduct for which the employee is placed on probation and the specifics or details which must be met for the employee to end the probation.  Documentation of probation must be signed by the CEO, supervisor, and employee (to acknowledge receipt) with a copy given to the employee and a copy stored in the employee’s personnel file.  As with the written reprimand, the employee may attach a statement of his/her own to the probation documentation in his/her file though it will not negate the probation.

Disciplinary probation is for a period of not more than 90 days and may not be extended.  At the end of the probationary period, the conduct of the employee on probation will be reviewed and said employee will be informed in writing that he/she has completed the probation satisfactorily or that he/she is being terminated.

Employees on probation are not eligible to take paid leave other than holidays or due to illness during their probationary period.

Any two disciplinary probation periods in any 12-month period and/or any three such probation periods in any 24-month period are cause for termination.  If probation results in termination said termination may be appealed to and reviewed by the full Board, upon request by the terminated employee.

Subsection 002.02.01.03  Disciplinary Action 3: Suspension
An employee on suspension is to leave work and not report to work until instructed to do so in writing.  All suspensions are without pay and result in either full reinstatement or termination.  An employee is subject to suspension when there exists a question regarding either an employee’s violation of Federal and / or Board policy or when an employee’s activity is in opposition to the stated aims or goals of (ORGANIZATION).  Only the CEO may suspend an employee.

All suspensions must be documented in writing, signed by the CEO and employee (to acknowledge receipt).  A copy is given to the employee and one is placed in the employee’s personnel file.
Suspensions may be appealed in writing to the Board.
Subsection 002.02.01.04  Disciplinary Action 4: Involuntary Termination
The final stage of employee discipline is involuntary termination.  (ORGANIZATION) will make every effort to resolve problems through corrective action between the employee and her/his supervisor before the point of involuntary termination is reached.

The supervisor may recommend the termination of an employee to the CEO when a recurring behavior or deficiency is observed that indicates that the employee is personally unsuitable for his/her position, when the employee’s performance has been evaluated as unacceptable, or when the frequency or degree of an employee’s violation of rules or conduct or neglect of responsibilities call for termination as provided under preceding sections.

The CEO must authorize all involuntary terminations.  Termination of employment notice shall be in writing with a copy presented to the employee and the original placed in the employee’s personnel file.

In all cases of involuntary termination, an employee may utilize the grievance procedure as appropriate.  The grievance must be filed with ten days of the date of the notice of termination.

In all cases, the final decision and authority to dismiss an employee rests with the CEO and the final decision and authority to dismiss the CEO rests with the Board.
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Notice of Disciplinary Action

Type of Action:

___Written Record of Verbal Agreement
___Written Reprimand

___Probation




___Suspension with/without pay (from_____ to_____).

___Involuntary Termination

Issued to:

Name: ______________________________
Title: _______________________________
Please provide all written information below and attach any additional pages if necessary.

Disciplinary Action is being taken for the following reason(s) (Include date of infraction):

Employment History: (Include an explanation of previous disciplines and relevant counseling):

The following corrective action is expected:

Signatures:

Employee: _________________________________   Date:_______________________

Supervisor: _________________________________   Date:_______________________

CEO or Representative: __________________________ Date:_______________________










