


1. Whatis the purpose of the Disciplinary Action Form?
1) to allow managers to punish their employees

2) to assess an employee’s job performance
3)to inform a manager of his or her employee’s behavior

4) to request a review of an employee’s behavior
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__ (5)torequest that an employee be removed from the company

2. Under what circumstances would only one signature be required at the bottom of the form?
(1) an employee submits the form himself or herself
___(2) a manager submits the form himself or herself
____(3) the violation of company policy is minor
____(4) the violation of company policy is major

(5) an employee submits the form confidentially

3. Which type of company policy violation is not specifically listed on this form?
(1) possibly abusing drugs or alcohol
_ (2) wearing inappropriate clothing
__(3) revealing confidential information to others
____(4) using the telephone to make personal calls

(5) taking office supplies home

Answers: Question 1 - Answer 4; Question 2 — Answer 2; Question 3 — Answer 3





