EMPLOYEE DISCIPLINARY POLICY
Effective Date: ___________
Issued By: Human Resources Department
Approved By: Management
Applies To: All employees of M/s. __________________________
1. PURPOSE
This Employee Disciplinary Policy ("Policy") is established to promote a positive work environment, ensure compliance with company standards, and address instances of employee misconduct in a fair and consistent manner.
2. SCOPE
This Policy applies to all permanent, probationary, contractual, and temporary employees of M/s. __________________________ ("Company").
3. CODE OF CONDUCT
Employees are expected to maintain professionalism and adhere to the Company’s rules, policies, and procedures. Violations may include but are not limited to:
· Unauthorized absence or habitual lateness
· Breach of confidentiality
· Misconduct or insubordination
· Harassment, discrimination, or abusive behavior
· Theft, fraud, or misuse of company property
· Violation of safety rules or substance abuse
· Non-compliance with IT and data security protocols
4. DISCIPLINARY PROCESS
The Company shall follow a progressive disciplinary approach, depending on the severity and frequency of the violation:
(a) Verbal Warning
Issued for minor offenses. Documented in the employee's file.
(b) Written Warning
Provided if the behavior continues or for moderate violations.
(c) Final Warning
Given before suspension or termination in serious cases or after repeated violations.
(d) Suspension
Temporary removal from duties, with or without pay, pending investigation.
(e) Termination
For grave misconduct, repeated violations, or breach of trust.
5. INVESTIGATION PROCEDURE
· Allegations will be promptly and impartially investigated.
· The concerned employee will be given an opportunity to respond.
· Disciplinary action will be based on evidence and fairness.
6. APPEAL PROCESS
Employees have the right to appeal any disciplinary action by submitting a written request to the HR Department within 7 days of receiving the action notice. Appeals will be reviewed by a committee or designated authority.
7. CONFIDENTIALITY
All disciplinary matters shall be treated confidentially and shared only with relevant parties on a need-to-know basis.
8. GOVERNING LAW
This Policy shall be governed by the applicable laws of India and the internal HR policies of the Company.
9. AMENDMENT AND INTERPRETATION
The Company reserves the right to amend or interpret this Policy at its sole discretion. Employees will be notified of any significant changes.
ACKNOWLEDGEMENT
I acknowledge that I have read, understood, and agree to abide by the Employee Disciplinary Policy of the Company.
Employee Name: ___________________
Signature: _________________________
Date: _____________________________


