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Purpose
To establish IMR’s policy on employee conduct, discipline and termination.
Scope
IMR Employees and Investigators 
Policy
The purpose of this policy is to ensure orderly operations and provide the best possible work environment.  IMR expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.  This policy also states IMR’s position on administering equitable and consistent discipline for unsatisfactory conduct in the workplace.
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of unacceptable behavior that may result in disciplinary action, up to and including termination of employment:


* Unsatisfactory performance or conduct

* Falsification of timekeeping records


* Working under the influence of alcohol or illegal drugs


* Excessive absenteeism or any absence without notice


* Unauthorized absence from work station during the workday


* Sexual or other unlawful or unwelcome harassment

* Theft or inappropriate removal or possession of property


* Insubordination or other disrespectful conduct


* Violation of safety or health rules


* Smoking in prohibited areas


* Violation of personnel policies

* Unauthorized disclosure of business "secrets" or confidential information


* Boisterous or disruptive activity in the workplace

Employment with IMR is at the mutual consent of IMR and the employee, and either party may terminate that relationship at any time, for any reason, or no reason at all.

IMR’s own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform and impartial.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence and prepare the employee for satisfactory service in the future.

Disciplinary action may call for any of four steps – verbal warning, written warning, suspension with or without pay, or termination of employment – depending on the severity of the problem and the number of occurrences.  There may be circumstances when one or more steps are bypassed.

IMR recognizes that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, without going through the usual progressive discipline steps.

By using progressive discipline, we hope that most employee problems can be corrected at an early stage, benefiting both the employee and IMR.

Employee benefits will be affected by employment termination in the following manner:  all accrued and/or vested benefits that are due and payable at termination will be paid.  Some benefits may be continued at the employee’s expense if the employee so chooses.  The employee will be notified of the benefits that may be continued and of the terms, conditions and limitations of such continuance.

IMR employees must report to the Research Administrative Office on their last day of employment to facilitate any necessary administrative procedures such as turn in of keys, badge, etc.  In addition, IMR may schedule exit interviews at the time of employment termination.  Exit interviews afford an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of outstanding debts to IMR, or return of IMR-owned property.  Suggestions, complaints and questions can also be voiced.

Final paychecks will be processed with the next scheduled payroll following the last day of employment.  
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