EMPLOYEE CONDUCT AND DISCIPLINARY ACTION

611 Progressive Discipline
Effective Date: 08/01/2022

This policy describes how we administer equitable and consistent discipline for unsatisfactory
conduct and performance in the workplace. The best disciplinary measure is the one that does not
have to be enforced and comes from good leadership and fair supervision at all levels.

We want to treat employees fairly and make sure that disciplinary actions are prompt, uniform,
and impartial. Our goal for any disciplinary action is to correct the problem, prevent recurrence,
and prepare the employee for satisfactory service in the future.

Although your employment with us is based on mutual consent and either of us have the right to
terminate employment at will, with or without cause or advance notice, we may use progressive
discipline at our discretion.

Disciplinary action may call for any of four steps -- verbal warning, written warning,
performance improvement plan, or termination of employment -- depending on the severity of
the problem and the number of occurrences.

Progressive discipline means that, with respect to most disciplinary problems, the following steps
will typically be followed:

1*" warning: A first offense may require your supervisor to verbally counsel you about an
issue of concern, and a written record of the discussion will be placed in your file for
future reference.

2" warning: A subsequent offense may require a written warning which will be placed in
your personnel file.

Suspension or performance improvement plan: If you have failed to resolve performance
issues despite prior discussion, coaching or discipline, you may either be suspended, or
placed on a performance improvement plan (PIP). PIP status will last for a predetermined
amount of time not to exceed 90 days. Within that time period, you must demonstrate a
willingness and ability to meet and maintain the conduct and/or work requirements as
specified by your supervisor and the organization. At the end of the performance
improvement period, the PIP may be closed or, if established goals are not met, a new
PIP created or termination may occur.

Termination of employment.

Certain types of problems may be serious enough to justify bypassing some of these steps, or, in
extreme situations, going straight to termination. Human Service employees will follow the
disciplinary procedures established by North Dakota Human Resources Department’s
Administrative Rules.

While it is impossible to list every type of behavior that may be deemed a serious offense, our
Employee Conduct and Work Rules policy includes examples of problems that may result in
discipline and/or termination.
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By using progressive discipline, we hope that most problems can be corrected at an early stage,
without the need to pursue any additional interventions.
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