NOTICE OF DISCIPLINARY ACTION
County of Pulaski, Indiana
an Equal Opportunity Employer

Please type in gray area for responses to all questions.
Name:                          
Office/Department:       
Job title:                               Date prepared:                            
Principles of Employment/Work Rules Violated

 FORMCHECKBOX 
 Tardiness     FORMCHECKBOX 
 Unauthorized absenteeism     FORMCHECKBOX 
 Unauthorized overtime     FORMCHECKBOX 
 Appearance

 FORMCHECKBOX 
 Disclosure of confidential information    
   FORMCHECKBOX 
 Negligent handling of public monies

 FORMCHECKBOX 
 Disobeying supervisor's orders  

 FORMCHECKBOX 
 Unauthorized use of employer's equipment/supplies/vehicle

 FORMCHECKBOX 
 Other (describe)

Description of incident   Date:       
Time:       
Location:       
Action taken on this notice









  Date

 FORMCHECKBOX 
 Oral reprimand


     
 FORMCHECKBOX 
 Written reprimand


     
 FORMCHECKBOX 
       -day suspension without pay, beginning

     
 FORMCHECKBOX 
 Discharge



     

Meeting with employee Date:        
Time       

Location:       
Elected Official/Department Head comments
     
Employee Comments 

     
Elected Official/Department Head signature:       
Employee signature:                                                                             
 Date:       
Witness signature:                                                                                 
 Date:       

Guidelines for Disciplinary Action

Employee job performance and personal conduct directly impact the employer's ability to achieve its mission of service to the community.  It is the responsibility of elected officials/department heads to ensure that employees are informed of work rules and regulations, and of the duties, responsibilities, and level of performance expected of employees. 

When an employee's attitude, conduct, or performance is unsatisfactory, or if the employee violates any work rule, the employee's elected official/department head (or his/her designee) will investigate and document the incident, meet with the employee to serve notice that improper attitude, unacceptable conduct, poor performance, or violation of work rules has occurred, and provide opportunity for the employee to exercise his/her right to respond.

Effective discipline involves:
· consistency among all employees (no favoritism); 

· acknowledging all violations of organization rules (do not “pick and choose” which to acknowledge); 

· placing emphasis on correcting the employee’s behavior or problem, not on punishing the employee; 

· taking disciplinary action that is appropriate for the violation;

· progressively increasing the seriousness of the discipline, if the employee’s behavior or problem is not resolved;

· recognizing the employee as more responsible, if the employee’s behavior improves or the problem is resolved;

· maintaining confidentiality. 


Investigation of Violations 
Justification for disciplinary action rests with the elected official/department head or his/her designee, whose responsibility is to obtain and document all facts related to any incident/behavior prompting disciplinary action.  Each incident must be considered individually, based on the facts and circumstances involved and the employee's length of service and conduct record. 

The following questions should be asked and documented:
1. What, when, why and where did the alleged violation occur?

     
2. Who was involved?

     
3. Was the violation habitual in nature or an isolated incident?

     
4. Which work rule/policy was violated?

     
5. What is the employee's overall work record for the preceding twelve months?

     
6. Do any mitigating circumstances exist?

     
7. Was the violation a malicious act, the result of negligence, or accidental?

     
8. How serious is the violation?

     
9. What precedents are there in handling similar situations?

     
10. What is the employee's attitude?

     

Progressive Discipline


     
This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. (2011
P-1

