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User Guide:  Disciplinary and Documentation Policy User Guide

The purpose of these guidelines is to ensure that disciplinary actions, when taken, are fairly and consistently applied.  Further, these guidelines will provide direction for supervisors when dealing with issues ranging from violations of company policy to an employee’s work performance.
The Employment Relationship

Notwithstanding the guidelines set forth below, please note that employment with the Company is “At Will,” meaning it is based on mutual consent and both the employee and the Company have the right to terminate employment with or without cause or advance notice.  PCB has the right, but not the obligation, to utilize the progressive disciplinary process outlined below at its discretion.  The Discplinary Process in no way limits or changes the employment at-will relationship. 

The Progressive Disciplinary Process

1. First Written

2. Second Written

3. Final Written
4. Termination

Promoting Communication
A verbal consultation with an employee is encouraged once a supervisor becomes aware of a problem or issue.  Often, the situation is resolved at this point and the supervisor should prepare a written summary of the conversation for the record (e.g., notebook, Word file).  However, if this initial communication proves to be ineffective and the issue continues, or if the employee has directly violated Company policy (e.g., excessive attendance violations) then disciplinary action may be warranted.  If disciplinary action is being contemplated, and prior to administering the disciplinary action to an employee, the supervisor should, and in the case of any formal warning or termination must, discuss the matter with Human Resources and/or General Counsel.  Depending on the circumstances, an investigation may ensue in order to determine the facts of the case.  Although in most situations, the progressive disciplinary process is appropriate and will be followed, the Company reserves the right to combine or skip steps depending on the facts of the situation and the nature of the offense (e.g., gross misconduct, harassment).  Any modifications to these steps should be reviewed with Human Resources.

Further, progressive discipline may be issued to an employee, even when the conduct that leads to more serious discipline progression is unrelated to the initial issue or a less severe issue.  For example, violations of different work rules shall be considered the same as repeated violations of the same work rule for purposes of the disciplinary process.  In all cases, the primary purpose of any disciplinary action is to correct the problem, prevent recurrence, and provide direction to the employee regarding behavior/performance expectations.    

If an incident occurs that jeopardizes the safety of employees (e.g., behavior that involves threatening language and/or physical confrontation, reasonable suspicion of violation of the Company’s substance abuse policy, etc.), HR or General Counsel should be contacted immediately if at all possible.  It may be necessary to suspend the employee(s) involved immediately, pending a full investigation of the facts.  In cases where employee safety has been clearly jeopardized, immediate termination may occur.  
Documentation

Proper documentation of incidents and situations in the workplace is essential to ensuring a fair and consistent disciplinary process.  In addition to any investigatory notes compiled by the supervisor and/or Human Resources, a key component of the process is the Employee Warning Form (PE021).  This form must be used and shall include the following information:
1. A reference to any previous warnings in the employee’s personnel file, including date of last warning and reason.

2. Detailed description of problematic performance or behavior.

3. Consequences if performance does not improve or conduct continues; for example, “further work-related issues may result in further disciplinary action up to and including termination.”

4. The signatures of the employee, supervisor, and any other witness present during the counseling session. 

5. The signature of a Senior Leadership Team Member. 

The following information may also be included (if applicable):

1. Action plan for improvement; such as, a statement of tasks to be accomplished or description of desired performance improvement.

2. Evidence of human error on company documents.

3. In some situations, such as at the final written warning stage, a suspension may be warranted to give the employee time to develop a plan to correct the situation.

. 

If the employee desires, they can complete the “Employee Comments” section on the warning form.  Once all signatures have been obtained the completed form is to be submitted to the HR Department where it will be kept in the employee’s personnel file.  Disciplinary warnings generally remain active for a period of 24 months from the date administered.  In certain cases (e.g., harassment), warnings may remain active for a longer period of time. History records will be kept in the employee file indefinatly. 
The Disciplinary Meeting

For each documented disciplinary action, a meeting must occur between the employee and the supervisor to discuss the matter (except in the case of immediate suspension as noted above).  In most cases another supervisor/manager or Human Resources representative should be present as a witness.  The meeting should generally follow this format:

1. Clarify and state the problem to the employee.

2. Discuss previous warnings (if any).

3. Explain the seriousness and the impact of the employee’s actions , other employees, production schedules, supervisors, etc., and how that reflects on the employee.

4. Ask the employee for an explanation (if a prior investigatory interview was not required).
5. State specifically what the employee must do to improve and meet the requirements of the job and the consequences if the requirements are not met. 

6. Give the Employee Warning Form (PE021) to the employee and ask them to review and sign it.  If the employee refuses to sign the form then the supervisor may note this on the warning form in the space reserved for the employee’s signature.

In any disciplinary meeting, the supervisor should emphasize and reinforce their support and availability in helping the employee to improve their performance.  Remember, the focus is performance improvement.

Employee Terminations

Despite a supervisor’s best efforts to correct an employee’s behavior, there are times when an employee is simply not able to continue employment with the company due to serious or repeated performance issues, poor attendance, or other violations of company policy.  In addition, employees at PCB may choose to voluntarily terminate their employment due to personal reasons, a change of careers, and so forth.  The Involuntary and Voluntary Termination procedures are set forth below.

Involuntary Terminations

1) Supervisors must notify HR regarding a contemplated employee termination.  All involuntarily terminations must be reviewed with HR  and General Counsel prior to notifying the employee.  In the event that an employee has engaged in gross misconduct, violent activity or any other activity that causes safety concerns, then the employee may be suspended immediately pending a disciplinary investigation.
2) Once the decision has been made to terminate employment, a meeting will be scheduled with 
the employee, employee’s supervisor, and if it is determined to be necessary or appropriate,
HR and/or Department Manager informing the employee of the Company’s decision.
3) The Exit Interview/Termination Checklist will be completed by an HR representative to 
document the return of PCB property.  Depending on the circumstances, a supervisor may need to complete Section I of the checklist before submitting it to HR for final processing.  
4) HR will either mail or hand deliver a letter of termination to the employee based on the circumstances surrounding the termination (Note: New York State employees will also be given an Unemployment Insurance form, this does not guarantee Unemployement Insurance Benefits).
5) The HR Department will notify the IT Department of termination.  IT may also be notified of an 
involuntary termination in advance to prevent the employee from using PCB computer equipment/systems. 
6) An escort may be assigned to accompany the terminated employee to their work area in order 
to collect personal items and/or to ensure that they leave the facility in a safe and orderly manner.
7) The HR Department will send the terminated employee written correspondence concerning COBRA/Benefit information.
8) Note: The details of any employee’s involuntary termination should remain confidential.  It should not be communicated to the employee’s co-workers, the general employee population or shared with third parties (e.g., customers).

Involuntary Termination Addendums:

California Employees who are involuntarily terminated shall be paid for hours worked, including any unused accrued PTO in accordance with our policy, immediately at the time of termination.

Utah Employees who are involuntarily terminated or laid off shall be paid for hours worked within 24 hours of termination.

Voluntary Terminations

1) Supervisors must immediately notify the HR Department when an employee resigns.  
Employees must submit their resignation in writing (e.g., letter of resignation or PCB Voluntary Resignation/Termination form).
2) The HR Department will notify the IT Department of termination.
3) The HR Department will schedule an Exit Interview with the employee (unless the employee leaves without notice).  The attached Exit Interview Form will be forwarded to the employee for completion prior to the Exit Interview.  New York State employees will also be given an Unemployment Insurance form, this does not guarantee Unemployment Benefits to the employee.      

The Exit Interview/Termination Checklist will be completed by an HR representative to document the return of PCB property and the communication of COBRA/Benefit information.  
Depending on the circumstances, a supervisor may need to complete Section I of the checklist first before submitting it to HR for final processing.
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