Disciplinary Report Form

Employee nhrp\ : Hire Dats: Juob title:
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Offense track: . Performance issue __ Work nule viclation Work ruks vinlated, if any:

Type of offegise: _}_(:_Absenl:ealsrn — Tardiness _ |Leaving work area without permissicn _._ Misusa of property/equipmant
Darmaglng/Losing propertyfequipment __ lising proparty/equipment for personal use  Leakitg confldemtial Information _ THER
or fraud __ Lying or cheating Falsifying company documents — Unsafe behaviar __ Eating in undasignated areas _ Smoking in
undaslgnated argas _ Posting ftems without peimilssion __ Fighting or creating confict Spreading gosslp _ Using vulgar
language _ Rudeness _ Abuslveness — Hurseplay __ Indecent bahavior __ Bringing waapen onslte __ Brlnging illegal
drugs/alcohof onsite __ Faillng to follow instructions - P00t work quality _ Poor wark quantty Refusing to work | Steeping
on the Job _ Poor kyglene _ Poar housekegping Disregarding dress code _ Other

He dcr-mda abee

Incident deacriplion: {Describe actions, behavier, or Incident; data(s); time(s); placa(s); withess(ee) and hisfher ubservations;
Impack{s) of actions, befavior, or incident; amployes's responses IMmediately after the incident and atfer significant
conversations; employvee's previous related training o counseling; and other refevant lacts.}
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Date:
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Completed by

{Shaded area to be complsted by Human Resources anly.}

Progragsive step: __ Oral wamning* __ Suspension {unpaid) __ | Prewious waminge: Type: Offense: Dats: Type: ffense:
Relegse Htten reprimand __ Discharge _ Suspansion Drate: Type: Offansa: Date:
{paid} *rifeepart from persornal ffes and copiss Hhereof UE'.'!F LI !“_?'Cj
Conzsquance if incldent ocorrs ag.nlm _

c=mible Termingtion
Human Resources Signature{s): . Date: }
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Employes statemnent: [ agree with the Incident description above, - I disagree with the Incident description above. Date

report presanted to employae:

Employee comrenta: {Attach sheets if necessary,

Employee acknowledgement: My slgnature ackrewledges that 1 heve recelved this report and that it has been discussed with

rme. I understang that my slgnature is not an admlss ; the incldent or offense. I understand that I may appeal this rapart by
fillng a Dlsclpline Complai . Z ;&r_,

Employes signature; ! W4 /.f_, Dabe: Wilniess
sigmature (IF any): e Date: . _ Slgnature of
persan presenting repark P Date:




Regular and on-time atfendance is necessary for efficient openitions at the Company. Excessive absentesism and
tandiness is not ohly inconvenient but also causes costly problems. Whils it is recognized that an occasiona! illness
or exteimating personal reason may cause nnavoidable absence from work or tardiness, regular on-time attendance is
requited fer contioued employment.

Erployees are required fo notify the Company of any absence or tardiness. Employess must contact the Office to
report any absence o lateness as far in advance of their starting time as possible, so that arrangements may be made
to alter the distritation of work if necessary.

Becayae it is our desite to build a responsible workforee, we have chosen to implement a “No Fankt” attendance
policy. With this policy employees need mot bring in excuses. All abseness and tardies are recordable for purposes
of determining excessive abzentoeism or tardiness under this Policy. Abssnces resulting from conditfions that are
determined o qualify for Jaave under the federal Family and Medical Leave Act are not cormeed a3 absences wnder
the “No Faglt” policy,

PROGRESSIVL DISCIPLINE POLICY

Any employee who fails fo maintain an aceeptable attendange record by falling into the “Excessive Absenteeism™
categorics describad above or who engages in excessive tardiness, will be subject to disciplinary aciion up to and
including termination. Excessive absentesism or tardiness may also affect fatiwe promotions, job transfors,
compensation, and eligibility for vacation time.

If an employee is absent from work for one (1) day withowt informing his'her supervisor, the emplovee wmay be
terminated, effective the last day worked by the emplovee.

Total # of Days Abseat
Comsecutive or Non Consecative 2 Days Step 1: Verbal Warming
4 Days Step 2: Writter Waming -
6 Days Step 3: Finat Written Warning
3 Days Step 4: Termination
Single Day — No Cail / No Show 1 Occiarence Stop 2: Written Warning
2 Qrourrences Step 3: Termination
Tardiness 2 Occumrences Step 1: Verbal Warning
4 Qeeurtences Siep 2: Written Wamning
& Occurrences Step 3: Final Written Wamning
# Oocormences step 4 Tarmination

Absenteeisim and tardiness are the most commen reasons for removal fron assiznments at Hidsken Meats. Make ita
pricrity to be on time am:i ot wark every day that vou arc assigned
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