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Policy

The Positive Discipline policy applies to all permanent employees who have completed their probationary period. This policy deals with questions of employee conduct and competence. The employer commits to following the steps of the procedure set out below. However, there may be special situations where the seriousness of the infraction justifies omitting one or more steps in the procedure. The employer may also decide to repeat one or more steps.

Procedure(s)
Positive Discipline is an approach that emphasizes the rapid correction of undesirable behaviour and gives the employee full responsibility for correcting his or her behaviour.

1. First step:  Verbal reminder

· The expected standards or desired behaviour are reviewed with the employee.
· Management meets with the employee to obtain a commitment to meet the standards or to modify the behaviour within a set time period.
· If the employee improves, management recognizes the progress, congratulates the employee, and closes the file.
If the employee does not improve…

2. Second step: Written reminder

· Management meets with the employee again to explain that the problem is not solved.
· The employee must offer solutions; which are put in writing and kept in the personnel file.
· Management asks the employee to commit in writing to solving the problem or to meeting the standards within an established time period.
· The note signed by the employee is placed in his or her personnel file.
· If the employee improves, management recognizes the progress, congratulates the employee and closes the file.
If the employee still does not improve…

3. Third step:  Loss of privilege or suspension

· (INSERT the title of the person responsible) advises the employee in writing of the decision to (CHOOSE proceed to withdraw a privilege for a period of (INSERT number of days or  weeks) or  with a suspension of (CHOOSE number of days or  weeks) for reflection, (CHOOSE with or  without pay)

4.     Fourth step:
The employer must insist upon a written commitment from the employee to comply with the standards required by the employer. 

· After a period of reflection, the employer meets with the employee and asks for a commitment in writing to correct the problem or to meet the standards.
· If the employee does not want to make that commitment, employment is terminated.
· If the employee commits to correcting the problem within a set time, then a commitment is signed by the employee which is put in his or her personnel file.
· If the employee improves and corrects the problem, then management recognizes the progress, congratulates the employee, and closes the file.
· If the problem is not resolved:  employment is terminated.
Actions requiring immediate suspension

(Please check the New Brunswick Employment Standards regarding suspension and termination in the LINKS page. The following is an example of what could go into a HR Manual.)

An employee who commits one of the actions listed below or any other action that is not specified here but is equally serious, shall immediately be suspended without pay while the situation is investigated. After the investigation, the employer may proceed with termination without following the positive discipline process.  

1. Theft

2. Falsification of any document belonging to the business

3. Failure to follow safety regulations

4. Undeclared conflict of interest

5. Causing or threatening bodily harm

6. Deliberate destruction or negligence involving property belonging to the business or personnel

7. Possession of alcoholic beverages or narcotics in the workplace

8. Serious breach of the responsibilities described in the job description and/or of the HR Manual of the business 

9. Refusal to perform assigned work (except in the case of an obvious threat to health or safety)

10. Crime of a moral nature that could damage the employer’s reputation

Termination

The employer will meet with the terminated employee to give him or her a letter explaining the reasons for the termination. Since termination is effective immediately, the employee shall leave the workplace after retrieving his or her personal items, accompanied by (INSERT the title of the person responsible). The terminated person shall under no circumstances return to the workplace.

HR TOOL KIT • Copyright © 2009 CBDC Restigouche Inc. All rights reserved.

