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MARANOA WILDLIFE CARING AND EDUCATION CENTRE
DISCIPLINARY ACTION AND DISMISSAL POLICY

Aim

The Maranoa Wildlife Caring & Education Centre (MWCEC) expects all Directors, Management Committee
Members and Workers to behave in a mature and responsible manner and to

perform their jobs conscientiously, without the need of disciplinary action.

MWCEC is committed to ensuring all issues are investigated thoroughly and justly, the
standards of behaviour and performance required are clear to all parties and staff are
counselled and given every reasonable opportunity to improve his or her behaviour and
performance, excepting in cases of serious misconduct.

Policy
This clause will apply where there is alleged or actual:
o continued unsatisfactory performance of the duties of the position held: or
¢ negligence in the performance of the duties of the position held; or
e misbehaviour); or
= the failure to comply with a reasonable instruction of a person in line management control
of the staff member; or
e breach of MWCEC's policies or procedures

Discipline for Workers is applied in progressive steps as follows:
1. First oral warning
2. Second written warning
3. Final written warning, suspension and/or disciplinary probation
4. Termination of employment

The purpose of disciplinary measures short of termination is corrective, to encourage Workers
to improve their conduct or performance so that they may continue their employment with
MWCEC.

The nature of the offense and the particular circumstances determine whether or not all or
any of the steps in the above sequence are followed. Disciplinary steps may be omitted or
repeated, as MWCEC management determines appropriate.

These corrective disciplinary measures will not apply in the event of any offense that
MWCEC determines to warrant immediate termination of employment or in other
circumstances when MWCEC determines that corrective measures would be ineffectual or
otherwise inappropriate.

Notice or disciplinary measures shall not be required in relation to the termination of a staff
member found to have engaged in serious misconduct of such a nature that it would be
unreasonable to require MWCEC to continue the employment of the staff member
concerned during the required period of notice, such as, but not limited to:

o Theft;

e Fraud;
Assault;
Breach of MWCEC's policies or procedures;
Being intoxicated at work; or
» Refusing to carry out a lawful and reasonable instruction that is consistent with the
staff member's contract of employment.
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QOral Warnings

If an Worker is given an oral waming, the Worker is informed of the warning by his or her
supervisor. The warning is also recorded by the supervisor in writing and the record is placed
in the Worker's personnel file.

Second Written Warning
If an Worker is issued a written waming, the supervisor will meet with the Worker to discuss
the disciplinary action.

The written warning will include:
e clarification of the required performance or behaviour standards; and
e where these standards are not being met; and
e a time frame for monitoring progress against the standards; and
e afuture meeting time to assess progress.

The Worker and supervisor will be asked to sign the waming. If the Worker refuses to sign
the warning this will be recorded in writing and signed by the supervisor and manager.

All written warnings are retained in the Worker's file.

Where a second written warning has been issued and, after a further meeting to assess
progress, the supervisor believes that the required standard of behaviour or performance has
still not been achieved the supervisor will provide a formal report to the Manager. The report
will state clearly the aspects of performance and/or conduct seen as unsatisfactory and the
record of any attempts to remedy the problem.

The Worker will be provided with a copy of the report and be given 10 working days to provide
a written response to the report to the Manager.

After the 10 working days the manager may decide to:
(a) take no further action; or
(b) in the case of a report of unsatisfactory performance, issue a final written warning and
refer the matter back to the supervisor to ensure that appropriate steps are complied with in

substance and in a manner appropriate to the circumstances; or

(c) issue a final written warning and take disciplinary action that may lead to termination of
employment.

The manager will advise the staff member and supervisor in writing of any decision made.

Final Written Waming
If an Worker is issued a final written warning, the manager will meet with the supervisor and

Worker to discuss and outline the disciplinary probation, investigative suspension or
disciplinary suspension.

Disciplinary Probation
An Worker may be placed on disciplinary probation for unsatisfactory performance or

conduct. An Worker placed on disciplinary probation will be given a written notice of
probation, which generally provides an explanation of the reason for the action, the length of
the probationary period and a plan of corrective action to be successfully completed during
the period. The Worker's supervisor will meet with the Worker to discuss the terms of the
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disciplinary probation, and the Worker will be asked to sign the notice of probation as an
acknowledgment that the Worker has been informed of the action. A copy of the notice is
retained in the Worker's personnel file.

At the conclusion of the probationary period, and from time to time during the period, as
appropriate, the Worker's supervisor will meet with the Worker to review his or her progress.
An Worker on disciplinary probation who does not show satisfactory improvement is subject to
further disciplinary action at any time, up to and including termination of employment.

Investigative Suspension

A suspension from work may be appropriate when circumstances require an investigation and
it does not appear practical, desirable or in the best interests of MWCEC or of the Worker

for the Worker to remain at work during that investigation. An investigative suspension is not
itself a disciplinary measure. If, at the conclusion of the investigation, the investigative
suspension is not converted to a disciplinary suspension or discharge, the Worker will be
reinstated and will be paid at his or her normal straight-time rate for all regularly scheduled

work missed during the suspension.

Disciplinary Suspension

A disciplinary suspension is a suspension from work without pay for one or more days for a
repeated or serious infraction of MWCEC rules or policies. A record of the suspension is
retained in the Worker's personnel file.

Misconduct During the Introductory Period

The disciplinary action policy is not normally applied to new Workers during the introductory
period. Unsatisfactory performance or any infraction of MWCEC rules or policies or other
misconduct during this period may result in immediate termination of employment.
Introductory Workers are not eligible to use the grievance procedure.

Dismissal or Termination of Employment

If in spite of all reasonable efforts by MWCEC, the staff member has failed to meet the
required standards after the oral and written warnings, termination of employment might
occur. This will be at the sole discretion of the manager.
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