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I. POLICY STATEMENT 
The Shadowfax Corporation (Shadowfax) recognizes its responsibility to be equally fair 
and consistent to staff members and to support our mission of care for the individuals 
we serve.  Shadowfax has implemented policies, procedures, and standards to ensure 
consistent, safe, and successful operations.  If Shadowfax’s policies, procedures and 
standards are violated by a staff member, the behavior must be corrected to maintain 
the required and desired operating environment; therefore, Shadowfax is making 
provisions for corrective action and discipline for violations of policies, procedures and 
standards. 

 
II. PURPOSE 
The purpose of this policy is to provide standards of job performance and/or behavior 
that may lead to disciplinary action.  
 
III. SCOPE 
 
This policy applies to all Shadowfax staff members. 
 
IV. GENERAL 
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This policy is based on Shadowfax operational standards, and applicable Pennsylvania 
or Federal laws.  Shadowfax will follow the requirements set out in this policy and in 
any applicable employment contracts.   
 
 
V. POLICY 
 
Any staff member who violates any of the Shadowfax’s policies, procedures and/or 
standards of job performance and behavior shall be subject to disciplinary action.    

Shadowfax has grown in part because of the cooperation shown by our staff members. 
As we continue to grow, it becomes important to establish policies and procedures 
regarding various aspects of our operations. The rules we have established are 
designed not to restrict any one individual, but rather to be equally fair and consistent 
to all, and to support our mission of care for the individuals we serve.  

Our rules enable all staff to know not only what is expected of them, but what they can 
expect from others. When a staff member violates these rules, disruptions, inefficient 
procedures, and sometimes serious problems develop. This puts a burden on 
everyone. Therefore, such infractions must be dealt with quickly, fairly, and 
consistently. The sole intent of discipline is to correct unacceptable behavior in order to 
maintain a working environment that everyone can enjoy.  When violations do occur, it 
becomes necessary to consider the facts and circumstances of the individual case, the 
staff member's length of service, and personnel record to determine what discipline is 
warranted. 

IMMEDIATE DISCHARGE INFRACTIONS (WILLFUL MISCONDUCT) 

Improper conduct which, when engaged in, will constitute grounds for corrective action 
includes, but is not limited to: 

1. Stealing or sabotage of equipment, tools and/or other property belonging to the 
Corporation, staff member, or any client. 

2. Willful damage or destruction of Shadowfax property or the property of others. 
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3. Insubordination: the refusal by a staff member to follow management’s instructions 
concerning a job-related matter; or the failure/refusal to complete a task or assigned 
duty; or neglect of duty and willful inattention to individual care. Staff members shall 
not decide for themselves which instructions they will follow and which they will not. 

4. Abuse allegations that are founded.   
5. Deliberate misuse of funds. 
6. Criminal convictions occurring during employment (to be reviewed on a case-by-

case basis) 
7. General Retaliation: taking any action intended to punish, discourage, or otherwise 

prevent another person from engaging in any activity that is: 
o Protected by applicable law 
o Required by Shadowfax policy 
o Part of a Staff Member’s regular job responsibilities 
o Assigned by a supervisor or Management. 

The severity of a retaliatory act for purposes of this policy shall be determined on a 
case-by-case basis. 

8. Below average work performance as determined by the staff member’s initial 
performance evaluation upon completion of the Introductory Period. 

9. Assault on a fellow staff member. 
10. Possession of firearms or other weapons on Shadowfax property. 
11. Egregious sexual harassment 
12. Any other conduct which is of a serious nature and which, in the sole opinion of the 

Shadowfax, makes the staff member unsuitable for further service or warrants 
discharge. 

PROGRESSIVE DISCIPLINE INFRACTIONS 

Improper conduct which, when engaged in, will constitute grounds for progressive 
disciplinary action before more severe corrective action is taken, up to and including 
termination of employment, includes, but is not limited to: 
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1. Dishonesty, including any falsification or misrepresentation, providing incomplete 
information in connection with the preparation of any Shadowfax records, including 
an application for employment and a time record. 

2. Removal of Shadowfax property or the property of others from Shadowfax premises 
without authorization to do so. 

3. Violation of safety rules and/or practices. 
4. Sexual harassment. 
5. Carelessness or recklessness causing damage to, defacement, or destruction of 

building, equipment, or other company property or property of others. 
6. Confirmed Neglect, Rights Violations, Exploitation: Disciplinary action for these 

allegations that are founded will be determined based on the level of severity, the 
number of occurrences, staff knowledge of supports needed, actions taken to 
safeguard the person, and the level of harm to the individual. 

7. Unsatisfactory work performance. 
8. Excessive tardiness or absenteeism. 
9. Disregard for the established smoking procedures. 
10. Engaging in the use, manufacture, distribution, purchase, sale, transferring, 

dispensing, or possession of alcoholic beverages, illegal drugs, or abuse of legal 
drugs while on the job. 

11. Impairment due to being under the influence of alcoholic beverages, illegal drugs, 
or abuse of legal drugs while on the job. 

12. Lack of compliance in completing training requirements (including licensing) in 
which action could be taken against staff member and supervisor. 

13. Breach of confidentiality 
14. Any other conduct which in the opinion of Shadowfax violates standards of 

acceptable behavior that can be expected of staff members. 

 

As stated, these lists are not to be considered as all-inclusive; they are guidelines. Any 
action or incident which does not appear above will be judged on its severity with any 
resulting corrective action commensurate with its seriousness. Additionally, all steps of 
the disciplinary process need not be followed, dependent upon the severity of the 
infraction(s). 
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PROGRESSIVE DISCIPLINARY ACTION 

Shadowfax recognizes that most staff members want to do a good job and will adhere 
to established policies, procedures, standards, practices, and regulations. Supervisors 
will typically use performance feedback as the first step towards correcting 
unacceptable work performance before beginning the progressive disciplinary process. 
Each situation will be evaluated on a case-by-case basis and there may be justification 
to skip an early step(s) of remediation based on the severity of the infraction. 

1. Verbal Warning - A verbal warning will be documented by the staff member's 
supervisor. 

2. Written Warning - If disciplinary action is required beyond a verbal warning, a 
corrective action report is completed. The supervisor and staff member discuss the 
resolution to the problem. Additional disciplinary action up to and including 
discharge may occur if the problem(s) persists. 

3. Disciplinary Probation - If the problem(s) persist after the above outlined steps are 
administered, the staff member is subject to thirty (30) days disciplinary probation, 
then sixty (60) days disciplinary probation, then ninety (90) days disciplinary 
probation. 

4. Discharge - If the problem(s) persist after the above outlined steps are 
administered, the staff member’s employment will be terminated. 

 

IMPACT OF DISCIPLINARY PROBATION 

1. Illness/Sick credits - Sick credits are not accrued to any staff member while 
he/she is on disciplinary probation.   

2. Paid Time Off - PTO credits will be adjusted at the staff member’s next 
anniversary date based on the length of the disciplinary probation.  

3. Health Benefits - A staff member's medical, life insurance, vision and dental 
benefits are not impacted by disciplinary probation.  

4. 403B Plan - A staff member’s 403B plan is not impacted by disciplinary 
probation. 
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5. Positive Personnel Actions - A staff member who has been placed on two 
disciplinary probations within a one-year period (starting with the date of the first 
probation) will forfeit all positive personnel actions (raises, bonuses, promotions) 
for one year from the date that the second probation starts. This does not apply 
when starting pay rates are increased, as described below.  

 

6. Minimum eligibility criteria for a raise and/or bonus - In order to be eligible for a 
raise and/or bonus, a staff member must meet the following minimum criteria: 
a. Current with training 
b. A staff member who is not current with training and/or physical examination 

criteria in accordance with licensing regulations on the date a bonus is 
processed will not be eligible for the bonus.   

c. A staff member has 30 days from the effective date of a raise to complete the 
training and/or physical examination required by licensing regulations in order 
to be eligible for the raise.  

d. Completion of a Drug & Alcohol Treatment Program, if applicable (as indicated 
in the Drug and Alcohol Policy).  A staff member will not be eligible for a raise 
and/or bonus until providing documentation of completion of a Drug & Alcohol 
program.  

e. Average work performance - A staff member will be ineligible for a raise 
and/or bonus if he has a below average evaluation score.  

7. Pay Raise - Pay raises will not be retroactive but will be effective at the beginning 
of the next pay period following the date that the minimum eligibility criteria have 
been met. A staff member who is on disciplinary probation at the time a pay raise 
goes into effect will not receive the raise until the end of the disciplinary probation 
if this is the staff member’s first disciplinary probation.  See #5 above for staff 
member who has been on two disciplinary probations in a year.    

8. Starting Pay Raise - When starting pay rates are increased in conjunction with a 
pay raise for current staff members, staff members on disciplinary probation will 
be eligible for the pay raise following the end of the probationary period.  The pay 
raise will take effect on Monday of week one (1) following the day the staff 
member’s probationary period ends. 
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9. Bonus - A bonus will be forfeited if the minimum eligibility criteria for training has 
not been met on the date the bonus is processed. A bonus will not be paid in a 
special check but will be included as part of the next scheduled individual payroll 
date. Bonuses are awarded entirely at the discretion of management and are not 
intended to be binding on the company and may be withdrawn at any time.    

SUSPENSION  

Suspension will occur in accordance with the Investigation Process as stated in 
ORG.1007.000.000 Incident Management Policy. Under certain circumstances, outside 
agencies and/or the police may be involved in a staff investigation.  

Full-time staff who are suspended due to an investigation being conducted by the 
police will retain medical, vision, life and dental benefits for a period of up to 30 days. 
The staff member will be required to pay the same cost of coverage as if actively at 
work in order to retain coverage during the suspension. Payment is due by the 
paycheck date that the payroll deduction would normally be collected.  

If a full-time staff member is suspended for a period extending beyond 30 days, then 
the staff member will be offered COBRA after 30 days of suspension. The staff 
member’s insurance benefits (medical, dental, vision, life) will end on the 31st day of 
the suspension. STD and LTD will end on the first day of the suspension. 

 

VII. OVERSIGHT 

Shadowfax Compliance Committee or their designee(s) (the "Approved By") will be 
in charge of the administration of this Policy. The Approved By responsibilities 
include: 

1. Identifying the action steps to come into compliance and directives to maintain 
compliance and implement the action steps. 

2. Periodically reviewing this Policy and monitoring compliance to it. 

3. Training responsible parties on their obligations under the Policy. 
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