Sample Format Only!
This is not a statement of diocesan policy. The sample is provided as food for thought. Acceptance, modification, and use are the legal responsibility of the user.

Please read this carefully. The Supervisory Notes that appear in red are for consideration by the supervisor only and should not be written into the policy unless reworded in such a way as to blend in with the final policy statement before it is printed.
Progressive Discipline
The primary objective of the progressive approach to discipline is rehabilitation or resolution and not termination.  
(SUPERVISORY NOTE #1: Clarifying the expectations and setting the standards is of utmost importance. The individual needs to understand and acknowledge the behavior that is expected by the employer. [This is best accomplished by developing a written job or position description and a policy manual which defines requirements]

Once this is accomplished, it is up to the individual employee to decide to either conform to these requirements or continue with unacceptable behavior. If they persist in behaving in a way that has clearly been stated as unacceptable, they are, in effect, deciding to continue to the point of what can best be described as self-termination.)

Therefore, disciplinary actions for performance deficiencies will generally be handled in a progressive fashion.  The (parish, organization, etc) reserves the right, however, to take disciplinary measures in a non-progressive fashion in cases of severe performance deficiencies or clear negligence.
Additionally, disciplinary actions related to breaches of (parish, etc) policy or violations of the standards of conduct set forth in the (Job Description, parish/org employee manual, etc) will be taken according to the severity of the infraction or violation, as well as the work history of the employee in question.  In the appropriate circumstances, disciplinary action for even a first-time violation may include discharge.

The object of this policy is to insure that the behavioral expectations are clarified and clearly conveyed and understood by both parties as a starting point. 

1. Verbal Warning: If your work performance is deficient for any reason, your supervisor will meet with you to explain the deficiency, set objectives for resolving it and establish a deadline to review your progress.  This event should be recorded by your supervisor.

2. Written Notice: Should the deficiency in performance continue, your supervisor will meet with you and specify, in writing, the nature of the problem and cite examples.  You may offer your own observations and comments in writing.  Your supervisor will formulate a plan or course of action for the resolution of the matter and set a date to review your progress.  Both the employee and the supervisor shall read and sign the action plan.  Should there be unremarkable improvement, your supervisor will notify you and discuss available options, including another round of consultation between you and the supervisor, further action plans, or even dismissal. 
(SUPERVISORY NOTE #2:  At this point the statement:  “Failure to correct your behavior could result in further disciplinary action up to and including your dismissal from this position” should be stated and recorded in writing as part of the written notice session)
3. Suspension: In some cases, unsatisfactory performance or less serious infractions of the rules set forth in the (Job Description, employee manual, and written work rules) may result in suspension.

4. Dismissal: The most extreme measure for unsatisfactory performance, habitual or excessive absences, repeated lateness, insubordination, violation of policy, or inappropriate conduct is dismissal.  In most cases, dismissal will follow a written warning; however, a serious infraction may warrant immediate dismissal. (See SUPERVISORY NOTE #1) 

Documentation: Any time the resolution of a deficiency requires a written notice, a copy of the deficiency notice as well as the action plan and a summary of the outcome shall be retained as a permanent part of the employee’s personnel file
