
BOYCE THOMPSON INSTITUTE
Employee Discipline

POLICY: Employee Discipline

SUMMARY:

Boyce Thompson Institute may use disciplinary actions to assist supervisors and staff
members in resolving unsatisfactory job performance, misconduct, or behavior that
violates BTI policies, procedures or practices.  Disciplinary procedures will be
administered consistently and in a manner that is intended to be corrective.  This
process is an important component of BTI’s goal of maximizing and sustaining the
performance of its employees, and in maintaining a safe and productive work
environment.

Disciplinary actions are usually corrective and progressive in nature; however, serious
misconduct and work performance problems, or violation of laws or BTI policies,
procedures and practices, may warrant disciplinary action outside of the progressive
approach that is described below, including termination of employment.

PROCESS:

There are three types of disciplinary action that may be taken:  warning, suspension and
termination.  Supervisors should consult with Human Resources prior to taking any
disciplinary action, in order to determine the most appropriate action.  Originals of all
disciplinary action should be given to Human Resources; copies are given to the
employee and maintained in the supervisor’s file.

Warning: Initial disciplinary actions can be oral or written, depending on the severity of
the situation.  The supervisor should meet with the employee to discuss the
performance problem or inappropriate behavior and outline the steps necessary to
correct it.  Documentation of these types of conversations should be maintained in the
supervisor’s confidential file on the employee.  If the problem continues, or if the
severity of the offense warrants, the supervisor should give the employee a formal
written warning.  The warning should include a description of the problem, specific steps
needed to correct it, timeline for correction and a scheduled time for a follow up
meeting.  Space should also be available for the employee’s comments.

If, after the written warning, the problem continues, further disciplinary action may
include a final written warning, suspension or termination, depending on the situation.

Suspension:  Suspensions may be used as a disciplinary action, or to facilitate an
investigative action.  Disciplinary suspensions are used to address serious misconduct.
They may also be used when oral and written warnings have not corrected deficient



work performance or inappropriate behavior.  Disciplinary suspensions are generally
unpaid, and range from one to three consecutive work days.

Investigatory suspensions may be used in situations where actions of an employee are
being investigated.  The staff member may be suspended with or without pay,
depending on the circumstances.  Based on the outcome of the suspension, the
employee may be issued a disciplinary suspension, or another type of disciplinary
action, including termination of employment.

Termination:  An employee may be terminated for performance deficiencies that are
not corrected, or for serious misconduct.  All terminations must be approved by Human
Resources and/or a Vice President or President of BTI.  Supervisors will discuss the
reason for termination with the employee and provide them with a letter documenting
the reason for termination.  A copy of this letter must be placed in the employee’s
personnel file.  Human Resources should be present when discussing termination with
an employee.  The employee must return all BTI property, Cornell ID, keys, etc.  at the
time of termination.


