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DISCIPLINE POLICY


Purpose: 

The safety rules and policies contained within this manual, as well as other company rules and procedures, are designed to protect our employees.  Failure to follow these rules can create a hazard not only for the employee, but for others on the job site.  To help prevent this from happening, we have created a program of discipline.  This program is designed to help correct unsafe or improper behaviors as efficiently as possible.  It also creates a standardized format to keep the system of discipline consistent throughout the company.

Steps:

If an employee is observed to be in violation of a safety or company policy, the training status of the employee shall be verified.  If the employee is missing safety training related to this violation, the employee’s actions shall be immediately corrected and the employee shall be scheduled for the all necessary safety training immediately.

The first step in our system of progressive discipline is a verbal warning.  We feel strongly that most employees should require only a small reminder of proper safety procedures.  If the employee repeats a violation of a safety rule, the second step would be to give the employee a written warning. This step must be documented, with a copy placed in the employee’s personnel file.  The employee shall also receive a copy of the warning.

If the employee fails to correct, or repeats, a violation for which they have already received a written warning, the employee shall receive time off without pay.  Typically, this shall be given as three days off, although the company reserves the right to increase the number of days based on the severity of the violation.
The final step in discipline is termination.  If an employee repeats a violation within six months for which they have already received time off, then they shall lose their employment with the company.  While this may be an extreme step, we believe strongly in maintaining the highest levels of safety and work ethics at all times.  We hope that we will never have to use this step.
We reserve the right to skip or repeat any of these steps, based on the severity or nature of the offense.  Each action requiring correction will be evaluated on its own merit.  Based on any mitigating or aggravating circumstances, immediate termination or special discipline measures may be implemented.  This will allow more serious violations to be addressed firmly and immediately.  The decision to implement special discipline shall be made by the company president.  An example of a special measure that may be taken is: An employee, who has violated the requirements of wearing PPE, may be required to attend a PPE training class.  Any additional corrective action that is taken shall be documented with a copy placed in the employee’s personnel file.

As a company, we are committed to protecting the rights of our employees.  The following are acts and behaviors which are prohibited, and for which employees can be removed immediately from the jobsite and subject to further disciplinary action.  (This list is not represented as all-inclusive.)

1. Violation of any company or OSHA safety policy

2. Insubordination, including improper conduct toward a supervisor or refusal to perform any lawful and reasonable tasks assigned by a supervisor in an appropriate manner, or refusal to adhere to a company policy.
3. Possession, distribution, sale, use or being under the influence of alcoholic beverages or illegal drugs while on duty, and/or while operating a vehicle leased or owned by the company or while operating their personal vehicle while on company business.

4. Possession of any explosive or similar weapon on a job site or while on company business.  

5. Release of any confidential or proprietary information about the company or its customers, suppliers and employees.

6. Theft or unauthorized removal or possession of property belonging to the company, fellow employees, customers, or anyone else on company property.

7. Intentionally altering or falsifying any time-keeping records, intentionally removing any time-keeping record from the designated area without proper authorization or destroying such a record.

8. Acting in any manner which is discriminatory, or which would constitute unlawful harassment, as defined in the company harassment policy.

9. Falsifying or making a material omission on an employment application or knowingly making erroneous entries or material omissions on other company records.

10. Misusing, destroying, or damaging property of the company, a fellow employee, a customer, or a visitor.

11. Fighting, abusive behavior, or provoking a fight at any time on company property, including intimidating, menacing, and/or provoking another employee to respond to retaliate.

12. Bringing in or onto company property dangerous or unauthorized materials, such as explosives, firearms or other similar items.

13. Unsatisfactory job performance following reasonable company efforts to train, evaluate and communicate areas of needed improvements.

14. Entering non-public areas on “off-duty” hours for reasons other than company business.

15. Frequent or excessive damage to merchandise, equipment, or facilities.

Supervisors are responsible for the enforcement of unsafe or inappropriate behaviors by members of their crew.  Supervisors who fail to follow the requirements of this program, or who fail to discipline other employees, may be subject to disciplinary action themselves.  The company policy of discipline applies also to sub-contractors, performing work for our company.  Details are included in the company Sub-Contractor Safety Program.  If you have any questions regarding these items, please contact your supervisor immediately.  
Safety Violation Form

Employee Name: __________________________________ Date: __________

Location: ____________________________________________________

Date of violation: _________________ Time of Violation: ____________

Type of Violation: (warning, time off, termination, or special)
__________________________________________________________________________________________________________________________

Note: if special discipline is used, please list specifics.  i.e. Employee shall conduct the next safety class, or shall attend special training session, …)

__________________________________________________________________________________________________________________________
 Violation details: (Please be specific and include names as appropriate):

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Violation Issued by: _________________________

Employee Statement: 


____ I concur with violation details as stated above.

____ I disagree with the above description or wish to add the following details: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I have read and understand this Safety Violation form:

Signature of Employee: ______________________________

Signature of person issuing Violation: _______________________
(A copy of this form shall be placed in the employees personnel file, as well as provided to the company Safety Coordinator.)
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