Example of a disciplinary policy:
Disciplinary policy of the Wilson Company.

1. Any employee of the Wilson Company who deliberately violates a safety rule may be fired immediately.
2. As a minimum, any employee who violates a safety rule will be counseled on that safety rule.
In addition, he or she will have to submit a letter to either Bill or Myrna Wilson within 24 hours, explaining the safe/correct way to perform the task.

3. If the employee feels there were conditions or circumstances that caused them to violate the safety rule, it will be their responsibility to explain the situation in writing and to make a recommendation on how to correct it.
The letter will be made part of their employee record.

4. As a minimum, any employee who violates a safety rule a second time will be suspended without pay for one week.

5. Any employee who violates a safety rule a third time will be deemed to have deliberately violated the rule, and will be fired immediately.
[You may wish to insert a “sunset” clause – if an employee has no safety violations in a certain period of time, their record is “reset.”]
[Note: this document is in Microsoft Word.  You can save it to your own files and modify it for use in your own company.]
