
 

 

 

 
Optimum Guidance Behavior Consulting expects its employees to meet performance expectations 
and to conduct themselves in accordance with its standards of conduct as well as other applicable 
policies and procedures. Employees who fail to meet performance expectations or engage in 
unacceptable conduct shall be subject to corrective action.  
  
Optimum Guidance Behavior Consulting (the "Company") does not adhere to any formal system of 
discipline but considers various factors such as the gravity of the violation, the number of times a 
rule has been violated, the type of rules violated and the employee's overall performance when 
deciding how or when to issue corrective action.  
  
Corrective action is considered as part of an employee's total performance. Therefore, continued 
infractions, whether in one category or distinct and multiple categories, the employee's 
performance is viewed with all the infractions in mind. Where there are multiple infractions within 
an immediate time frame, all of the infractions will be outlined into one single corrective action 
document.  
  
The following progressive disciplinary process may be utilized to improve performance and address 
employee conduct issues:  
  

• First offense - Verbal (documented)  
• Second offense - First written reprimand  
• Third offense - Final written reprimand  
• Fourth offense – Termination  

  
While the use of progressive disciplinary steps is recommended, it is not required, and the Company 
reserves the right to take any corrective action it deems appropriate based on the facts and 
circumstances of each case.  
  
Corrective actions will remain in an employee's personnel file, but will expire after twelve (12) months 
and no longer be considered when evaluating overall performance with the exception of egregious 
or willful misconduct that resulted in a corrective action.  
  
This policy is not intended to, should not be construed to and does not create a term of employment. 
Further, it does not limit or modify the Company's right to terminate your employment or to alter 
the terms and conditions of your employment, at any time and for any reason, with or without cause. 
The Company may, of course, terminate employment without following the progressive discipline 
steps outlined above whenever it determines that such action is warranted. Severe misconduct does 
not require progressive discipline, and is grounds for immediate termination. Examples of severe 
misconduct are found in the Company's Workplace Conduct Policy.  
 
All employees are expected to meet our standards of performance, professionalism, and conduct, 
and to follow our work rules. Any improper conduct or violation of work rules may warrant 
disciplinary action, up to and including termination.  
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I have read and understand the above policy and agree to abide by its guidelines  
  
  
____________________________                ____________________________                ___________________________         
Employee Printed Name                      Signature                                                   Date  
  


