Employee Disciplinary Action Policy
Why This Policy Exists
Every organization needs a clear, repeatable way to handle misconduct and performance problems. This document lays out how the company responds when standards aren't met, so employees know what to expect and managers have a consistent process to follow.
Who This Covers
This policy applies across the board, to every employee in every department.
The Discipline Ladder
1. A verbal warning
1. Counseling or corrective coaching
1. A written warning
1. A formal disciplinary meeting
1. A final written warning
1. Temporary loss of privileges or benefits
1. Suspension or demotion
1. Termination
Where the Process Starts
Not every issue starts at step one. Performance problems and minor misconduct typically begin with a verbal warning. Repeated misconduct that doesn't improve after counseling can jump straight to a final written warning. Gross misconduct, like theft, violence, or harassment, can mean immediate termination with no warning at all.
Keeping Records
Every stage beyond the first verbal warning gets documented: the evidence, any witness statements, and how the employee has responded. That record is what protects the company if a decision is ever challenged.
The Right to Appeal
Employees who think a decision was unfair can take it to the next level of management or HR for review.
No Retaliation
Retaliating against an employee for raising a concern or going through this process is never allowed.
