[image: image1.emf]


© Independent Agency Group | 1300 273 785



downloaded from IAGA.COM.au












DISCIPLINARY ACTION PROCEDURE

Policy

 

Disciplinary action will apply when the behaviour of an employee fails to comply with the Code of Professional Practice and Ethics, their position description or instructions given to them by an appropriate manager of the Company, certain disciplinary measures may be taken by the Company. 

 

Procedure

1. Commence with an informal warning or counselling.  NB: Counselling sessions are to be considered as a constructive approach to fixing a problem and not as discipline.  Advise that discipline may occur in the future.  Team member and team manager should develop ideas on how to best improve work.  If the problem is a result of non-work-related matters, your manager may suggest other sources of help.  You should be told that this discussion does not represent a written warning. Managers are advised to read the Counselling Guidelines. 

2. The next step in this discipline procedure maybe a verbal warning which provides an opportunity to respond.  Whenever you disagree with a warning, you should provide as much information as possible, including documents and statements that support your position. 

3. Issue a written warning to provide an opportunity to respond. 

4. If a team member does not agree with a warning they must provide details to support position. 

5. Written warnings to a team member must be reviewed by a Senior Manager. 

6. Counselling must be intensified following a written warning. 

7. Review of progress to be provided on an ongoing basis and advised if team member is meeting expectations. 

8. Written counselling documents will be placed in a team member’s personnel file. 

9. When written warnings have failed to result in improvement, or when a serious violation has occurred, the discipline may be termination of employment or suspension.
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