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Progressive discipline is the process of using increasingly severe steps or measures when an employee fails to correct a problem after being given a reasonable opportunity to do so. 
Steps of progressive discipline are generally oral, written, suspension or demotion, and termination of employment.  Supervisors define workplace standards and behaviors and initiate disciplinary action.  For a disciplinary plan to be successful an employee must take ownership and respond proactively to correct an identified problem; attempts to minimize or redefine the problem may be viewed as part of the disciplinary issue to be addressed.

Progressive Disciplinary plans when at the point of a formal written document are generally   time limited, reviewed regularly by supervisor and employee, and resolved within a reasonable time frame either through resolution of the identified problem(s) or by dismissal of the employee.  The Executive Director is to be informed of all disciplinary actions initiated by agency supervisors.
Insubordination

Insubordination in the workplace means willful refusal by an employee to follow a directive given by a supervisor.

Indirect:  Not completing assigned tasks or known responsibilities.  May or may not be willful.
Direct:  Willful refusal to carry out a directive from a supervisor.  Can take both active and passive (agree to disagree) forms.  

Active and direct insubordination is the most serious and can result in immediate termination of employment.
“At Will” Employment

Employment relationships are presumed to be “at-will” in all U.S. states except Montana.

At-will employment means that an employer can terminate an employee at any time for any reason, except an illegal one, or for no reason without incurring legal liability.  Likewise, an employee is free to leave a job at any time for any or no reason with no adverse legal consequences.
Terminations

Termination shall include but is not limited to dismissal for poor work performance as part of a progressive disciplinary process.  Immediate termination may occur based on the severity of the performance problem and resulting risk to the agency or its clientele.  The relationship with students, interns or volunteers may be terminated at any time based on the needs of the agency. Employees may also be terminated for ethical violations, particularly those that relate specifically to the type of work, i.e., the field of substance use prevention and treatment.

1. Reduction-In-Force- Layoffs may occur as a result of budgetary limitations, reorganization and changes in agency programs. The determining criteria for laying off personnel will be based on the following criteria:

a. [bookmark: _gjdgxs]To the greatest extent possible, job performance, seniority and qualifications shall be the determining factors involved in the realignment of personnel when a reduction in force is necessary. Job performance will be based on the employee evaluation system; seniority will be based upon experience with Sumter Behavioral Health Services and time in grade; qualification will be based upon ability to perform the job role involved in personnel realignment as indicated by experience, accumulated training and employee flexibility.

b. The final paycheck for a terminated employee shall be made at the next regular payday; termination pay will include pay for annual leave earned but not taken and any other pay to which the employee is entitled.

2. Resignations-Agency employees are asked to leave four weeks’ notice at the time of resignation in order for the agency to plan appropriately for replacement and to ensure minimal disruption in client care. 

3. Suspensions-In the event that personal conduct offenses should occur of such seriousness as to endanger the safety of persons or property or to cause intolerable disruption essential to work, or to endanger the professionalism of SBHS due to a serious charge brought against an employee, there may arise the need to suspend the employee (with or without pay) while an investigation or other appropriate action is taken by the Executive Director. The suspension may be followed by dismissal or restoration to employment depending on the findings and decisions of the Executive Director.

