Disciplinary Point System
Each Apprentice will start each school year with 50 points; various infractions will result in deductions from an Apprentice’s Points Account. When an Apprentice has depleted all points in his/her account he/she may be immediately terminated from the Apprenticeship Program pending review by the Apprenticeship Coordinator and the ATC.

Each time an Apprentice has points deducted from his/her Points Account, a letter will be sent to the Apprentice and their employer advising him/her of the points deducted, the reason for the deduction, and the total points remaining in his/her Points Account. 
Infraction Levels

An Apprentice may have points deducted from his/her Points Account for the following reasons:

Level 1 Infractions- 50 Points Deducted for each Occurrence
· Violation of IEC-OKC policy regarding employment and moving of employment.

· Verified Solicitation of Employment

· Verified Cheating on a test
· Verified Use of or possession of illegal substances, alcohol or prescription drugs on school property without proper documentation.
· Verbal or Physical abuse of IEC Staff or fellow apprentices

· Intentional and/or malicious destruction, damage, OR THEFT of IEC Property (Apprentice will be responsible for the financial obligations to repair IEC property.
Level 2 Infractions- 30 Points Deducted for each Occurrence

· Failure to Appear before A&T Committee without Notice

· Required Safety Training Attendance Violation without making up at own expense
· Excused or unexcused absence on day of drug testing without making up the test within one week’s time.
Level 3 Infractions- 15 Points Deducted for each Occurrence
· Unexcused Absence
· Use of electronic devices during class time not previously approved by IEC staff, instructor or ATC.
Level 4 Infractions- 5 Points Deducted for each Occurrence

· Tardy (arriving late to or leaving early from class without the consent of the Instructor)
· Late Monthly OJT Report (under 30 Days=5 points. Over 30 Days= report not accepted and an additional 5 points will be deducted)
· Failure to Obtain Appropriate Signatures on Monthly OJT Report
· Failure to Provide Totals on Monthly OJT Report 
Other infractions committed by an Apprentice will be reviewed by the Apprenticeship and Training Committee as they arise and penalties will be assessed at the discretion of the Committee. 
Apprentices may request at any time to meet with the Apprenticeship and Training Committee and/or the Apprenticeship Director to review their Disciplinary Points Account.
Progressive Discipline Steps

	Points Balance Remaining
	Action
	Description

	40 Points
	Warning Letter
	Letter reminding Apprentice of their Points Account Balance and advising of those infractions that result in points being deducted from his/her account.

	30 Points
	Improvement Counseling Meeting
	Apprentice will be required to meet with the Apprenticeship Director to discuss necessary areas of improvement in order to remain in program. A Written Agreement will be established at this time.

	20 Points
	Appear Letter
	Apprentice will be required to appear before the A&T Committee to discuss his/her Points Account Balance and advise of those infractions that result in points being deducted from his/her account.

	0 Points
	Termination
	Apprentice is Terminated from the Program.


Dispute of Points Deducted

An Apprentice will have to right to dispute any points that he/she feels were not deducted in accordance with this policy at any time. Disputes must be submitted in writing and addressed to the Apprenticeship and Training Committee. Disputes will be documented in the apprentices file and reviewed by the A&T Committee at their next scheduled meeting. 
Should the Committee determine that the disputed points assessed were not in accordance with these Rules, the Apprentice will be awarded those points to his/her Points Account Balance. Should the Committee determine that the disputed points assessed were in accordance with these Rules, no further action will be necessary?
