


EMPLOYEE MOTIVATION:
Discipline 

Of the formal requirements stated in California’s Injury and Illness Prevention Program Standard (3203), Requirement 2 addresses your company’s responsibility to ensure that your employees comply with the Safe and Healthy Work Practices, which you have established at your company.  It directs employers toward four options:


	· Employee Recognition
	· Disciplinary Actions

	·  Training and Retraining Programs
	·  Any Other Means that Ensures Compliance



As a company, you are required to have a system to address these options and you must be able to show that you implement these procedures. This article focuses on Disciplinary Action.

The purpose of Disciplinary Action is to provide way to counsel your employee into the mainstream. Once you have outlined your safety expectations (safety rules/regulations and Codes of Safe Practices); then safety discipline may be used as the working system to clarify and reinforce those expectations, with those who are having a problem following company safety directives. 

STEP 1
Safety Rules and Regulations, and Code of Safe Practices 
Define your terms. 

· Make sure that your company’s overall Safety Rules and Regulations are firmly in place and communicated to your employees. 
· Then take the next step and discuss your written Code of Safe Practices. 

A detailed and thorough Code of Safe Practices; that is required to be developed by every contractor, is an excellent tool for outlining most of the safety expectations of your company. It provide rules and expectations, on specific operations, for those employees who participate in them. Codes of Safe Practices must either be posted on the site or kept by the job foreman so that it is readily available. 

Employee motivation techniques assist in safety compliance. But they alone, can not take the place of your clearly communicated company expectations.  

STEP 2
Counseling Session:
Counseling Sessions may be used by the Safety or Human Resources professional, to document employee performance. Document commendations as well as disciplinary counseling!

STEP 3
Warning Notice:
This should be used once disciplinary counseling has been provided, or at the time of company rule violation; depending on your company policy. The warning notice identifies the type of warning being given and should discuss the previous types of warnings already on file. It should include personnel as well as safety issues. Signatures should be located at the bottom of your form.


STEP 4
Employee Action Plan
Your Employee Action Plan may be used to assist in defining agreements, milestones, implementation dates and/or goals for the improvement of working performance or safety behavior. It may also be used as part of the employee review process to document professional development goals for the upcoming year. Store your plan as part of the personnel file.

STEP 5
Counseling Session Follow‑up: 
Use a Counseling Session Follow-up to review commitments or action items outlined on the Counseling Session Form or Employee Action Plan.

STEP 6
Employee Separation Form:
Employee Separation Forms should be used during your employee’s separation interview. These forms are formulated to focus on both personnel and safety/claims concerns, at the time of separation.

Appealing Cal/OSHA Citations in Cases of Employee Negligence
Written documentation of disciplinary action is critical for appealing OSHA citations that are caused by employee negligence.  One of the affirmative defenses available to employers is "Employee Independent Action" when an employee knowingly violates company policies and it results in an OSHA violation.  However, one of the points in this defense is that the employer must demonstrate they enforced their safety program and its rules and regulations.  Thus written notices or even log entries are vital to document any and all disciplinary counseling and punishment. 

Remember: 
· The purpose of discipline is to moderate your employee’s behavior and must never be used as a tool for retribution. 
· It should be progressive and a response to violations of specific safety rules, which you have already published or communicated to your employees. After all, they can’t comply with safety behavior standards that you’ve never communicated to them. 
· And to avoid confusion, make sure that your safety discipline matches the disciplinary program you now use and publish in your employee manual.
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