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The Employee Disciplinary Action SOP
If an employee has a violation of company policies including excessive tardiness, excessive absenteeism, carelessness or negligence, violation of company rules, poor or lack of improved performance, violation of safety rules, poor work quality/accuracy, dishonesty, insubordination, or other unacceptable conduct, [enter clinic name] will hold that team member accountable for the violation. 

If a violation is witnessed, the lead of that department is to be notified of the violation. The first step is for the lead to have a verbal warning with the employee that is documented and submitted to the practice manager for the employee’s personnel file. If the same violation occurs again, the lead of that department is to be notified and should have a written warning with the employee with documentation that the employee has to sign and it should be submitted to the practice manager for the employee’s personnel file. If a third occurrence of the same violation occurs, the lead and a manager need to meet to determine if termination should occur. 

The lead and manager then meet with the employee and give a final warning or terminate the employee. This meeting is documented by the lead and the manager. All leads, managers, owners, and doctors should be committed to coaching and training our team. If they have a significant coaching conversation or witness a violation of company policy that the employee wasn’t previously trained on, they should alert the lead that the coaching has occurred so the lead is aware in case of future violations or lack of improved performance.
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