WESTERN FINGER LAKES SOLID WASTE MANAGEMENT AUTHORITY POLICY

DISCIPLINE POLICY

Date Adopted:   


Authority equipment and vehicles
When using Western Finger Lakes Solid Waste Management Authority property, including but not limited to, equipment and vehicles, exercise care, perform required maintenance and follow all operating instructions, safety standards and guidelines.

Notify your supervisor if any equipment or machines appear to be damaged, defective or in need of repair.  This prompt reporting could prevent the equipment's deterioration and could also help prevent injury to you or others.  Should you have questions about the maintenance and care of any workplace equipment, ask your supervisor.

If you use or operate equipment improperly, carelessly, negligently, or unsafely, you may be disciplined or even discharged.  In addition, you may be held financially responsible for any loss to the Western Finger Lakes Solid Waste Management Authority because of such mistreatment.

Conduct Standards & Discipline
The Western Finger Lakes Solid Waste Management Authority expects every employee to adhere to the highest standards of job performance and of personal conduct, including individual involvement with company personnel and outside business contacts.  

The Authority reserves the right to discipline or discharge any employee for violating any policy, practice or rule of conduct.  The following list is intended to give you notice of our expectations and standards.  However, it does not include every type of unacceptable behavior that can or will result in disciplinary action.  Be aware that Western Finger Lakes Solid Waste Management Authority retains the discretion to determine the nature and extent of any discipline based upon the circumstances of each individual case.  

Employees may be disciplined or terminated for poor job performance, including, but not limited to the following:

· Unsatisfactory quality or quantity of work

· Repeated unexcused absences or lateness

· Failing or refusing to follow written or oral instructions of a supervisor or manager, or

· Failing to follow established safety regulations.

Employees may also be disciplined or terminated for misconduct, including, but not limited to the following:

· Falsifying an employment application or any other Authority records or documents

· Failing to record working time accurately or recording a co-worker's timesheet

· Insubordination or other refusal to perform

· Neglecting job duties and responsibilities

· Using vulgar, profane or obscene language, including any communication or action that violates our policy against harassment and other unlawful forms of discrimination

· Disorderly conduct, fighting or other acts of violence

· Threatening, harassing, or inflicting bodily harm to fellow employees

· Misusing, destroying or stealing company property or another person's property

· Possessing, selling, using or reporting to work with alcohol, controlled substances or illegal drugs present in the employee's system, on Authority property or on Authority  time

· Violating conflict of interest rules

· Disclosing or using confidential or proprietary information without authorization

· Violating the Authority's computer or software use policies, and

· Being convicted of a crime that indicates unfitness for a job or presents a threat to the Authority or its employees in any way.
· Possessing, entering with or using weapons on Authority property

· Failure to give proper notice when unable to report for or continue work as scheduled

· Unexcused or excessive absenteeism

· Abuse of sick leave privileges

· Violating any Authority policies, rules, regulations, or practices

Unpaid suspension as a disciplinary measure
The Western Finger Lakes Solid Waste Management Authority expects the highest standards of professional conduct at all times.

In accordance with the Western Finger Lakes Solid Waste Management Authority's policies on harassment, drug or alcohol use, and other work conduct rules, the Authority reserves the right to discipline or discharge any employee for violations of rules pertaining to behavior within the workplace.

An employee will be subject to an unpaid disciplinary suspension for infractions of workplace conduct rules.  Suspensions without pay apply to everyone.  For exempt employees, suspensions without pay will be in one or more full-day increments.  For non-exempt employees, suspensions may be any period of time within the Authority’s discretion.  

Progressive Discipline
The Western Finger Lakes Solid Waste Management Authority retains the discretion to discipline its employees.  Oral and written warnings and progressive discipline up to and including discharge may be administered as appropriate under the circumstances. 

Please note that the Western Finger Lakes Solid Waste Management Authority reserves the right to terminate any employee whose conduct merits immediate dismissal without resorting to any aspect of the progressive discipline process.

Return of Authority property upon termination
When an Employee’s employment with the Western Finger Lakes Solid Waste Management Authority terminates, for whatever reason, the Employee is required to immediately return all Authority-owned or rented/leased property used during his/her employment, and all documents, disks, and other materials containing proprietary or confidential information belonging to the Authority.  This includes without limitation, keys, credit cards, computers, vehicles, communication devices, uniforms, identification cards or badges, and any other equipment, materials, or items purchased, leased, owned, or otherwise belonging to the Western Finger Lakes Solid Waste Management Authority.

Upon separation, employees must return any originals or duplicates of any written or other tangible items, whether maintained in hard copy, film, microfiche or electronic medium, belonging to the Authority, its subsidiaries, affiliates, successors, or assigns, including without limitation, correspondence, reports, memoranda, records, data, charts, notes, devices, specifications, drawings, customer lists, and any other item containing trade secret information or confidential information relating to the Western Finger Lakes Solid Waste Management Authority products, services, designs, formulas, developmental or experimental work, computer programs, databases, customers/clients, marketing strategies, business plans, financial information, and employee information.  These items are property of the Western Finger Lakes Solid Waste Management Authority.  
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