[bookmark: _Toc239169218]4. [Company Name] Discipline Policy and Process 
To ensure the health and safety of all employees and others affected by [Company Name] operations through one clear set of rules and enforcement. 
Scope
This applies to all levels of employees directed by [Company Name]. This policy can apply to:
· Field workers
· Supervisors
· Managers
· Contracted Employees
Policy
Following company rules is a condition of employment for all employees. Failure to follow the company rules will result in an employee being disciplined according to the company’s progressive discipline process.
4.1 Progressive Discipline Process:
At [Company Name] we do not want to discipline a worker, supervisor, manager or contracted employee, but this process provides guidance when doing so.  The discipline can be imposed by a manager, or supervisor. 
· Verbal warning, which will be documented in the Supervisor’s logbook and will be logged on your safety system (in effect for 1 year)
· Written warning, which will be documented in the employee’s file (in effect for 1 year)
· The probationary period will be documented in the employee’s file (period to be determined based on the severity of the rule violation at management discretion)
· Suspension without pay, the length of which will be documented in the employee’s file (period to be determined based on the severity of the rule violation at management discretion)
· Termination, which will be effective immediately. 
The documentation can include the creation of Safety violation and employee warning forms in the HSMS.
Important: An employee may be started anywhere in the disciplinary process based on the seriousness of the rule violation, including suspension without pay or termination, as determined by management.
The disciplinary measures listed above are not intended to represent every possible situation. Management may apply other or additional measures where the circumstances require.




4.2 Company Safety Rules

1. Professional Conduct:
· Employees will not cause or participate in any form of harassment or violence.
· Employees will treat other individuals on the work site professionally.

2. Safety and Fitness for Duty:
· Employees will not report to work if they are not fit for duty.
· Employees will refuse all unsafe work and promptly report unsafe conditions to supervisors.
· Employees will always use appropriate personal protective equipment (PPE) when required.
· Employees will seek first aid on-site for any injury, regardless of severity.
3. Workplace Reputation and Compliance:
· Employees will not engage in actions that damage the company’s reputation.
· Employees will comply with all applicable Occupational Health and Safety (OHS) legislation and [Company Name] policies.
· Employees will obey warning signs posted on the work site.
4. Equipment and Property Handling:
· Employees will promptly remove, replace, or report any damaged tools, equipment, or property.
· Employees will not store tools or materials in hazardous locations.
· Employees will not intentionally tamper with guardrails, handrails, fire extinguishers, or safety equipment.
5. Work Area Safety:
· Employees will keep work areas clean to prevent debris and tripping hazards.
· Employees will not lean against or tamper with guardrails or handrails.
6. Vehicle and Equipment Operation:
· Employees will operate vehicles and mobile equipment in accordance with site rules and highway regulations.
· Employees will cooperate with supervisors, safety personnel, and OHS officers.



The following are grounds for immediate termination:
· Failure to comply with any aspect of the Health and Safety Program where noncompliance has the potential for serious or fatal injury.
· Fighting.
· On-site possession or consumption of alcohol and drugs (including marijuana).
· Carrying dangerous weapons and threatening anyone with them. 
· Theft and/or vandalism
· Damaging, disabling, or interfering with safety, firefighting, or fire aid equipment

