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Pondera Medical Center 
Administrative Policy/Procedure 
 
Policy Number:   84.08.2014.OP.64 
 
TITLE:     DISCIPLINE 
  
AREAS AFFECTED: All Areas 
 
PURPOSE:   
To provide consistent guidelines for addressing employee behavior that requires corrective action, 
through a structured process to improve performance and prevent recurrence of undesirable 
behavior and violations of company policies and procedures.  The intent is not to restrict the rights 
of employees, but rather to help them work together harmoniously, according to PMC’s Values, 
Human Resources best practices and employment laws. 
 
DEFINITIONS: 
Progressive Discipline:  a process for addressing behavior that does not meet expected and 
communicated job performance standards. 
 
Supervisor: Directors, managers or supervisors within a department or service line who are 
directly, or indirectly, responsible for overseeing the work in an organizational unit.  This 
individual typically has authority to hire, assign job duties, reward, and/or discipline employees. 
 
Performance Improvement Plan:  A formal process used by supervisors to help employees improve 
performance or modify behavior. 
 
Extenuating Circumstances: An occurrence of unforeseen events which have prevented an 
employee from completing job assignments, or caused attendance or performance issues.  Such 
circumstances include, but are not limited to; serious illness, hospitalization, accident, family 
bereavement or other severe personal or emotional circumstances.  Extenuating circumstances do 
not cover events which are foreseen. 
 
Float: An employee who is reassigned from job to job or shift to shift within the organization for 
which they are qualified to assist. 
 
POLICY: 
 
Pondera Medical Center supports a disciplinary process in an effort to ensure employees who fail 
to meet acceptable standards of job performance will receive fair treatment in the application of 
discipline consistent with the nature of seriousness and frequency of the issue.  
 
Any employee who is disciplined or discharged as a result of this policy has the right to appeal 
through the grievance procedure unless they are in their probationary period.  (See Employee 
Grievance Policy 84.042013.OP.46) 
 
In general, the discipline process includes the following steps: 

1. Verbal warning 
2. Written warning 
3. Second written warning 
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4. Final written warning with or without suspension 
5. Discharge 

 
1.) Verbal Warning: A verbal warning is the first formal step in the disciplinary process for 

addressing inadequate job performance or infractions of organizational policies and 
procedures.  The supervisor will meet with the employee to discuss circumstances for which 
the warning is based, the improvement required, and the consequences if the employee fails 
to improve as necessary. 
 
The supervisor will complete a corrective action form, which will include the reason for the 
discipline, a brief summary of the facts on which the discipline is based, and a record of any 
prior warnings or other disciplinary actions. 
 

During the meeting: 
a) The specific issues will be identified and actions required for improvement will 

be listed on the corrective action form.  
b) The supervisor will inform employee in clear terms that the disciplinary action is 

a result of his/her job performance or misconduct and that further disciplinary 
action will follow if there is not sufficient performance improvement or if the 
conduct recurs; 

c) The supervisor will explain PMC’s Discipline policy, defining the terms and 
sequences of disciplinary action; 

 
The supervisor must request that the employee sign the corrective action form.  The 
employee’s signature on the form does not constitute agreement of the facts upon which the 
supervisor relied in giving the warning, but rather serves as an acknowledgement that 
employee has been informed of the issue and has received a copy of the form. 

 
2.) First and Second Written Warning: A written warning is the second or third step in 

addressing an issue if there is not sufficient improvement in performance.  A first or second 
written warning may be the first step, in the event of a more serious offense, such as 
negligence or irresponsibility on the job.  The supervisor will complete a Performance 
Improvement Plan (PIP) prior to meeting with the employee to discuss circumstances for 
which the warning is based, the improvement required, and the consequences if the 
employee fails to improve as necessary.   

 
The purpose of a performance improvement plan is to provide an opportunity for employees 
to remedy performance deficiencies using a structured method that includes supervisor 
guidance and regular monitoring to measure progress. Some performance improvement 
plans are the last opportunity an employee will be allowed to correct performance issues. 
 
The same procedure for a verbal warning should be followed for a written warning.  The 
written warning should include the same information required in the verbal warning and 
will be given to the employee by the supervisor. 
 
The employee will sign the Performance Improvement Plan and the manager will be 
required to follow up with employee on their PIP to ensure they are meeting expectations 
and the timeframe of the goals that were established in the PIP. 
 

http://www.ehow.com/how_4822140_write-employee-performance-improvement-plan.html
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The employee’s refusal to sign the form is not grounds for discharge or other disciplinary 
action.  In such cases, the supervisor will note on the form that the employee was given a 
copy, but declined to sign. 
 

3.) Final Written Warning with or without Suspension:  A final written warning with or without 
suspension is the fourth step in addressing an issue if there is not sufficient improvement in 
performance.  A final written warning may be the first step, in the event of serious 
misconduct that does not appear to warrant immediate discharge.   
 
Suspension without pay may also be considered as an alternative to discharge if it would 
present the opportunity for rehabilitation of a valued employee.  A final, written warning 
may be issued without suspension if it is determined that suspension is not adequate to 
ensure employee’s understanding of the seriousness of the violation or, if in the judgment of 
the supervisor, suspension would be counterproductive. 
 

Suspension: 
a) Suspension from work may be appropriate when circumstances require an 

investigation of events that may warrant the imposition of discipline and it does 
not appear feasible, desirable, or in the best interests of PMC and/or the 
employee, for the employee to remain at work during the investigation period.  
The suspension may be for one to five days without pay, or as many days as 
deemed necessary. 

b) Suspensions may not be initiated without authorization of the department 
Director, Director of Human Resources and Chief Executive Officer.  
Exceptions will only be applicable during non-business hours; in an emergency 
involving possible personal injury; loss of life; property loss or damage; 
disruption of PMC operations; potential legal liability to PMC or other 
compelling circumstances when it is not feasible to obtain prior authorization. 

c) The supervisor or his/her director will inform the employee of the suspension, 
explain the reason(s) for the suspension, and the suspension procedure.  After 
the functional director considers all pertinent facts and circumstances, a joint 
decision including input from the department director, Director of Human 
Resources, and supervisor will be made.  After the investigation is complete the 
employee will be notified within 72 hours of the outcome.  If suspension was not 
warranted the employee will receive full pay for time lost during the suspension.  
If the decision is to continue suspension without pay, the employee will be 
notified in writing that further violations will be cause for immediate discharge.  
All pertinent facts and documentation concerning the suspension will be 
maintained in employee’s file. 

 
4.) Discharge:  Discharge is the final step in addressing an issue if there is not sufficient 

improvement in performance or if misconduct recurs without regard to prior disciplinary 
action, or the first step in the event of very serious misconduct such as theft, dishonesty, 
unprofessional behavior or willful and deliberate insubordination. (See Separation from 
Employment Policy, 84.082014.OP.65). 
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Determination of Appropriate Level of Disciplinary Action: 
 

The seriousness of the offense will determine whether or not the steps in the sequence set forth will 
be followed.  In determining the appropriate level of discipline to be recommended, supervisors 
will consider the following factors: 

(1) The frequency of the conduct and/or its seriousness 
(2) The employee’s prior disciplinary record 
(3) The extent to which the supervisor has engaged in pre-disciplinary coaching and 

counseling of the employee 
(4) The level of discipline which has been imposed on other employees in that 

department and throughout PMC who have engaged in similar conduct.  There 
should be a reasonable basis (such as prior disciplinary history) in order for 
employees to be assessed a different level of discipline for the same conduct   

(5) Any extenuating circumstances which would mitigate the normal disciplinary 
action imposed. 

 
Causes for written warnings include, but are not limited to: 

(1) Use of alcohol on hospital premises and/or intoxication 
(2) Confirmed incidents of sexual harassment 
(3) Clocking in before or out beyond one’s scheduled shift without supervisor 

approval 
(4) Disobedience in complying with job instructions of the supervisor 
(5) Unauthorized absence from shift or assigned work area 
(6) Refusal to perform a job assignment (see causes for immediate discharge for 

refusal to float) 
(7) Poor job performance 
(8) Unexcused tardiness or leaving the job early 
(9) Smoking and use of tobacco product on PMC property 

(10) Horseplay, practical jokes or other acts which may be unsafe or discourteous to 
patients, residents, visitors, or other employees 

(11) Use of profanity or inappropriate language to patients, residents, visitors or other 
employees 

(12) Abuse of breaks or rest periods 
(13) Excessive absenteeism or tardiness as specified in the Attendance Policy (See 

84.10.2013.OP.53) 
(14) Violating PMC’s Code of Conduct 
(15) Inappropriate use of hospital equipment 
(16) Any other willful misconduct or violation of hospital regulations not listed above. 

 
Certain actions, as listed below, that endanger patient care or the safety of patients, visitors or other 
employees, or which are unlawful, are offenses for which the employee may be immediately 
discharged without regard to prior disciplinary action.  Causes for immediate discharge include, but 
are not limited to: 
 

(1) Fighting or causing bodily injury to another 
(2) Theft of hospital property, or the property of an employee, patient or visitor 
(3) Illegal use or dispensing of drugs 
(4) Willful destruction of hospital property, or the property of an employee, patient or 

visitor 
(5) Unauthorized possession of weapons on hospital premises 
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(6) Willful falsification of patient records 
(7) Falsifying a timecard: clocking other employees in/out on the time clock  (See 

Time Clock Policy 84.04.2013.OP.48) 
(8) Solicitation of tips or gratuities from patients or visitors 
(9) Illegal gambling or bookmaking hospital premises 

(10) Refusal to float to other areas within the organization, for which the employee is 
qualified 

(11) Giving false information to obtain a leave of absence or extended illness benefits 
(12) Engaging in other employment while on Family Medical Leave 
(13) No Call/No Show for scheduled shift 
(14) Leaving premises without supervisor approval 
(15) Abuse, neglect or mistreatment of patients, residents, visitors or other employees 
(16) Violation of patient safety or any related issues 
(17) Giving false information to obtain employment 
(18) Violent behavior; including threats of a violent nature 
(19) Gross immoral conduct 
(20) Gross insubordination 
(21) Unauthorized release of information  
(22) Falsification of hospital records 
(23) Unauthorized sleeping during work time 
(24) Other willful misconduct or violation of hospital policies and procedures not listed 

above. 
 
Supervisors with any question as to the appropriate disciplinary action in any particular instance 
should consult with Human Resources.  Consultation with Human Resources is encouraged to 
ensure that discipline is consistent throughout the organization.   

 
Subsequent Disciplinary Action   
 
After disciplinary action has been initiated, the supervisor will follow up and periodically review 
the employee’s performance to determine if the established goals for improvement are being 
achieved. 

 
The following are general guidelines for further disciplinary action if the conduct for which 
the employee was initially disciplined for recurs: 
 

a) An employee who has received a verbal warning should receive a written warning if 
the same conduct is repeated within six (6) months.  If the same conduct is repeated 
after six (6) months, a second verbal warning may be appropriate. 

b) An employee who has received a written warning should receive a second written 
warning, with or without suspension, if the conduct is repeated within six (6) 
months.  If the same conduct is repeated after six (6) months, a second written 
warning may be appropriate. 

c) An employee who has received a second written warning should receive a final 
written warning with or without suspension if the same conduct is repeated within 
six (6) months.  If the same conduct is repeated after six (6) months, another second 
warning may be appropriate. 

d) An employee who has received a final written warning with our without suspension 
should be considered for discharge if the conduct is repeated within six (6) months; 
unless there are extenuating circumstances, which would warrant the assessment of 
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lesser disciplinary action.  If the same conduct is repeated after six (6) months, a 
second final written warning may be appropriate. 

 
Discipline for Related Actions   
 
The disciplinary steps are a response to a single type of offense.  Certain kinds of conduct may be 
grouped together for the application of progressive discipline because of the similarity of their 
nature or effect within the following categories: 

 
a) Conduct demonstrating a general disregard for PMC policies and procedures 
b) Conduct which indicates negligence or irresponsibility in carrying out the duties of the 

job to which the employee is assigned 
c) Conduct which may adversely affect patient care, the safety of patients, employees or 

the general public 
d) Conduct that may impair department and/or employee productivity 
e) Violation of more than one of PMC’s Code of Conduct standards 

 
Retention of Disciplinary Actions 

 
a) All disciplinary action documentation will be retained in the employee’s personnel file.   
b) Verbal or written warnings will not carry the same weight after twenty-four (24) months 

from the date of issuance.   
c) Disciplinary action relating to any misconduct, including, but not limited to, deliberate 

or negligent conduct that affects the care or safety of patients, residents, visitors or other 
employees will be permanently retained in the employee’s personnel file. 

 
Date of Origin:   08/14  
Date of Last Review:  05/15; 02/16 
Date(s) of Revision:   01/16 
Effective Date:   10/14 
  
Contact Person(s): Director of Human Resources, Chief Executive Officer 
 
 
Executive Approval:          
   
 
Date of Board of Director’s Review:  10/23/14  
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Discipline Checklist 

 
Discipline Checklist 
This checklist is intended to assist you in determining if you are making the right decision in taking disciplinary action.  
Answer YES or NO to the following questions. 

1. Did the employee break a rule, behave inappropriately or have trouble performing assigned work? 
a. If the employee broke a rule, do you believe the employee understood the rule? 
b. If the employee’s behavior was inappropriate, do you believe the employee was aware of the 

consequences of their actions? 
c. If the employee is having trouble performing the assigned work, do you believe the employee has been 

given all the necessary training and tools? 
If you answered NO to any of these questions, you might want to consider an action other than discipline at this time; to 
include retraining, coaching and/or review of policies and procedures. 
 
Follow these steps in exercising progressive discipline with an employee: 
 
Before the Meeting 
 Discuss the problem with Human Resources. 
 Complete the Corrective Action Form. 
 If applicable, create a Performance Improvement Plan. 
 Arrange to meet with the employee privately.  
 Do not discipline an employee in public or in front of other employees. 
 Prepare for the meeting by reviewing your notes and files about the specific incident or issue in question and any 

past discipline taken, either verbal or written. 
 
During the Meeting 
 Explain to the employee why you’ve called the meeting if the employee doesn’t know already. 
 State the specific issue and explain why it’s a problem.  Think about how the issue interferes with the work 

environment, employee performance, business operations, profitability, or well-being of other employees. 
 Explain in detail the desired performance and what the employee must do to improve performance or change 

behavior.   
 Give the employee an opportunity to respond, explain and defend his/her actions. 
 Acknowledge the employee’s explanation and be prepared to include it in your notes of the discipline session. 
 Tell the employee that you expect his/her behavior to change.  Give specific examples and suggestions.  Ask if 

there is anything you can do to help. 
 Discuss and give a deadline for improvements. 
 Indicate your confidence in the employee’s ability and willingness to change the behavior. 
 Ask the employee to repeat back to you, or otherwise confirm, that he/she understands the issue and is clear on 

what changes are expected. 
 Review the Discipline policy with the employee, explain what steps have been taken and what the next step will 

be if improvements are not achieved by the date specified. 
 Explain to the employee that as documentation, you will write a memo summarizing the session. 
 Reassure the employee that you value his/her work and that you want to work with him/her to ensure that he/she 

remains a valuable member of your team. 
 Give the employee a copy of the corrective action form and ask them to sign the original attesting to their receipt 

and understanding of the corrective action outlined. 
o If the employee refuses to sign, include a note on the signature line indicating your attempt to obtain the 

employee’s signature and his/her refusal to do so. 
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After the discipline session, make some documentation based on your notes.  Use this checklist to make sure you include 
everything you need in your documentation.  Be sure all discipline is documented in writing and includes the following:   
 
 The employee’s name 
 The date of the discussion 
 The specific offense or rule violation 
 References to previous conversations and discipline actions about the issue 
 A specific statement of the expected performance 
 Any explanation given by the employee or other information that is significant 
 
Example 
I talked to [employee] [date] about his/her attendance record and gave him/her verbal counseling. Since [date of first 
occurrence], [employee] has been absent from work on 12 occasions for a total of 17 days.  [The employee’s] 
response was, “You can’t make people work when they are sick.”  He/she argued about the verbal warning.  I told 
him/her that he/she could request a medical leave of absence if needed, but that I expected him/her to be here every 
day unless his/her medical provider says otherwise. 

 
 

After the Meeting 
 Using your notes from the session, write a memo or other documentation that summarizes the conversation. 
 Deliver all documents to Human Resources. 
 Monitor the employee’s behavior and performance to ensure that the issue has been corrected. 
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EMPLOYEE CORRECTIVE ACTION FORM 
 
Employee Name:__________________________ DOH:____________ Date of Incident_______________ 
 
Position:____________________ Department:_______________ Supervisor:______________________ 
 
 
Type of Action:  Verbal Warning               First Written Warning                  Second Written Warning  
  
               Final Written without Suspension    Final Written with Suspension                 Termination  
 
  
CHECK THE FOLLOWING REASON(S) AND THEN COMPLETE SECTION A & B: 
 
           Code of Conduct        Attendance            Insubordination                Safety    Unsatisfactory Performance 
 
        Violation of PMC Policy: __________________________        Other    Explain:________________________________ 
 
 
A:  REASON FOR ACTION: Describe the specific performance issue or the incident; include dates where 
applicable. 
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B:  CORRECTIVE ACTION REQUIRED: Describe corrective action the employee must take to correct the issue; 
include time frame for improvement, if appropriate. Use back of form if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
C:  EMPLOYEE’S COMMENTS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
IF NO IMPROVEMENT, THE NEXT STEP WILL BE:        (1st or 2nd) Written Warning           Final Warning  Termination 
 
 
 
 
Employee Signature: ____________________________________________________________ Date: ____________________  
 
Supervisor Signature: ___________________________________________________________ Date: ____________________ 
 
Director of HR Signature: _______________________________________________________ Date: ____________________

I acknowledge receipt of this corrective action and that its contents have been discussed with me.  I understand that 
my signature does not necessary indicate agreement and I may make comments on the back of this form. 
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Performance Improvement Plan (PIP) 
CONFIDENTIAL 

 To: 
  
 From:  
 
 Date:  
 

 
The purposes of this Performance Improvement Plan (PIP) is define serious areas of concern, gaps in your 

work performance, reiterate Pondera Medical Center’s expectations, and allow you the opportunity to 
demonstrate improvement and commitment. 

Areas of Concern: 
 

 
 
 

  
  
  

 
Observations, Previous Discussions or Counseling: 
 
 
 
 

  
  
  

 
Step 1: Improvement Goals: These are goals related to areas of concern to be improved and addressed: 

1.   
2.   
3.   
4.  

Step 2: Activity Goals:  Listed below are activities that will help you reach each goal: 
GOAL # Activity How to 

Accomplish 
Start Date Projected Completion Date 

1        
2     
3     
4     

 
 
 
 
 

Bullet point issues and how employee’s lack of performance and/or behavior has affected his/her co-
workers at PMC. 

 

Recap dates/times you have addressed the issues in the recent/relevant past.  Reference previous 
documents when applicable. 
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Step 3: Resources/Support:  Listed below are resources available to you to complete your improvement 
activities (may include other people’s time or expertise, or time away from usual responsibilities): 
1.       

2.  

 
Step 4: Expectations:  The following performance standards must be accomplished to demonstrate progress 
towards achievement of each improvement goal: 
1.       

2.  

 
Step 5: Progress Checkpoints:  The following schedule will be used to evaluate your progress in meeting your 
improvement activities: 

Goal # Activity Checkpoint 
Date 

Type of Follow-Up  
(Call, Memo or 

Meeting) 

Progress 
Expected 

Notes 

1      

2      

3 
 

     

 
 
Employee Signature: _____________________________________ Date: ____________________ 
 
Director/Manager Signature: ______________________________ Date: ____________________ 
 
 

Employee will receive a copy of PIP and the original will be kept in the employee’s personnel file in HR.  It 
will be the responsibility of the manager to follow-up with employee on the expected improvements dates, 

obtain the original PIP from HR to attach notes with regard to goals, dates of conversations & follow-up and 
whether employee’s improvement goals have been met.  
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