WORK ENVIROMMENT AND STENDARDS PM-350
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DISCIFPLINEG

e

FALICY/PURFOSE

'mepurposeofdisciplinazya ion is to improve work performance or

Discipline requires identifying problem areas in an employee's wark,

redirecting the employes in proper procedures  to follow, and
occasicnally, imposing punistment for repested “or serious offenses. |
The primery emphasis of disciplinary action is. corrective rather than
punitive, and in most cases, 2 simple crel reprimand will be sufficient
to change the employee's work behavior.

Performence Standards and rules oi conduct are essentiai to
acqaq:llslung the agency's goals anéd mission. Rules, policies and
standards - should pe . geveloped faor similar enployess ~and - zpplied’
uni férmly by - superviscrs. —This does not mean that everyoné must be
trezted zlike. Uniformity means +hat al) similar cases will be trested

Evployees have a right to know what is expected of the:n; theyvcznnot
be ' pmished for wviolating a rule they never knew existed. Good
performence implies that the employes is properly criented and trained.

Where questicns and problems erise acain and again, the rules? policies
ané stenderds should be put in writing. - Written statements have
continuity and allow wide Gissemination throughout an agency. Written
directives shouid be placed in a2 central sorce reference.

SUPERVISOR'S ROLE

The surervisor is resoonsible for the esrpicyee’s imtroduction to his
Sob znd training to develop corrzect work habits. Wnehever possible,
zcencies should see thet supervisors are trained in the fondsmenta2ls of
supervision, including proper techniques for plaming end assicning
work, treining employees, reviewing comsleted work and correcting
msatisfactory behavior. i

The supervisor shoula:

1. Follow all rules ené reculstions psrsonzlly O crovide an
exzmole; and

2. Educzte employess o undersc=rné the rules znd procsdures;

)
3
(&P

-
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3.

4.

Acminister rules and requlzstions in a2 consistent manner; and

Inform all employees of specizl conditions- for exceptions to
rul_es-and-regulaticmS. - :

The supervisor is 21so - respensible for | tzking prampt disciplinary

action.

NotaJlerplcyeesvﬂmbreakamleorpe.rfombaélyére

uproblem enp}oyees" unless they are hzbitu=l or consistent offenders.

Proper :procedure for any. discipline reguires ~the supervisor to:
5. (ool off. milEEngerwillmakethe action more memcreble, it

10.

1l.

also interferes with the supervisor's ability to analyze the
problem and to act cbjectively.

Investigate. Find out what mzkes this particular emloyee
t%}”*ﬁnyhecrshebroketheruleor&idn'tpufom,mahgﬂ

the a:ployeecanbetreatedtobecaneareanygoodworker.

seBititivacy. Question ar interview the employee in private.
In private, the employee will not be embarrassed in fromt of
hisorhe:pee.rs,.theesployee.willrecognizethatthe
problem is sericus encugh to werrant the supervisar's perscnal
arnd undivided attenticn. .
cqﬁ;ggg,t_;nqgrqhthg&gfsue. The primary concern is dealing with
+he latest offense.  What has herpened in the past is less
important than the immediate event.

HESEERS Givetheemployeeafulld:ancefoe:mle.inhiscr
her acticns. Disciplinary irterviews freguently uncover

.things that bother employees. Emloyees deserve to feel they

‘?illhaveafa.i:opcortlmitytoexplainthei:sideofﬂé

Assume responsibBility. Don't hice behind the rules cor
apologize for disciplinary action. If rules stand on their

own merits, then SUPEeTrVisors should . went to see that
employeesdo;oodmrkan&ca@lywiththemles.

Recognize effect.con other emloyess. . Discipline that is

jate, arbitrary or uneven will —confuse 2and upset all
employess.

For more serious deficiencies or infrzctions, the supervisor has four
acditional responsibilities:

1Z. Explain what cores next. Tell the employese soecific
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Geadlines for improvesent. Wern the emloyee of what will
happen if the work does not improve oI if the vioclation

13. Repeat and sumarize. The -superviscr shounld recap the

enployes's story 0 the emloyee's satisfaction. The

14, Prepare awnttengmm_gz.y. fihile the incident is fresh in

15. Get ogt_s.idg help-if necessary. Re@gnize wnen heip is needed

Disciplinary actions include 2 wide mnge of responses o situations
wi-;erethearployeedisobeyedthe rulesordidmtfollm::rders, when
the emmloyee knevw better. The general hierarchy is as follows:

3. Denizl of privileges: Supervisors mey withhold

Giscreticngry essigmments or penefits pending &n emlovee's
improvement. Selecticn of the sction is determined not only
by the privilege stself but &lso by the employes's value of

that privilece. overtime, . cut-of-title work, specizl

assicoments, training cpportumities, awards; perticipation in

celebrztions and er Giscreticnary decisions can be made
with regere te imoroving an enployee's work performance and
coopereticn.
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4., rcpensicn without pay- Suspensicn is an ordersd zbsenca
from duty, without PEY. to impose & financial penzlty, and to
aq:lﬁSiZEgoodwoﬁcandc:mpliaacewithstanda:&sas a
condition of continued employment. Suspensicn ©f classified
Civil Service emmloyees.. 1S limited to thirty (30) =lendar
dasys, unless the emloyee is under investigaticn for criminal
acts. '

level salary by issuing & written memorandim (PM—-180) .
:m-";d.*:’.’- r o .

6. Discharge. Remvel £rom the public sexvice for mi sconduct
Qrunsgtj_sfacto:ymﬁcisthemstseve:e iiscipli
acticn. Complete discussion of discharge is contained in
PM-560.

Siifensiod ) with:pay: 3s pot. 2. disciplinary sction, It is en ordersd

“heence from work while in full pay wiatus for a specified period of
,timegenerallynotno:ethanafewdays. It allows for:

2. Respaﬁm"mﬂ"sériﬁié" jega@ticn, not fully
substantiated, and allowing -~ time O pursue an
investigaticn of the alleged offense.

b. AWidﬁng‘ngriem“w'mm\: an employes should
rnotbe i ]d- B ey 7 RS -
- o T E AR

c. Removing:an einloyee g ENE WEEK Situaticn wnere he'or

che—conld-—-interfere” -or “abpear Tt interfese.. with .an
investigation-- . .

- - L - o= g and -,othel'
gescriptions, of the unsatisfactoly pehavior that are usually more

i +hzn those given orzlly. Supervisors are frecuently able to
say things more czrefully in menorandan  than they can face to face.
Second, written notice conveys the message when meetings &re not
convenient or pessible. Mhnor reprimands <an sometimes be handled in
writing more cuickly than orz1 reprimands that require scheduling.
mhird, written notice provides & record. Dmployees will not be zble to

Iy

genv the acticn occurred or éeny receiving the notice. Merorandums &nd
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ept in the
zyeilable for future use. Suspensions (PM—3_SO-3_}_, &dantﬂ.ans and

discharges Tequire written sotice.” The written notice ShenTe - IHETuse :
2. An explanatich of the offense.
b. The.rule covering the oifense.
c. The impsct on e agency's OF wnit's cperatiom:.
d.l Eﬂ':at_agct.im will be tr;'_ke.n rat.the next occ_ur:gncg,of the

offig'lé.- .

In general, an employee should receive a written notice only after the
discussion of the offense with the immediate supervisor.

éavs, &gencles mist consult with the Law Deparoment to Ireview the
T sed =action and O adequzte Gocumentatien. Prior
censultztion with City & is strongly recanmended whenever there
are poten agministrative hesrings before the Civil Service

Camnission O Eouzl Opportunity zgencies, and vhenever there is
potential jitication in State or Federzl courts. Acencies should
ecntact the Chiel of the Litigation pivision at 396-3659 for essigmment
of a2 Iaw Depariment staff attarney.

PRINCIPLES OF DISCIPLINARY ACTION
mere are several general principles to follow wnen acting 0
giscipline employees.

1. 2pply discipline promptly . pcticn should be tzken as sod
=c zn investigation is campleted znd proper suthorization is
secured. Disciplinzsry acticns for minhor infrections should
generzlly be tzken Imediztely; discharges, <ol the other
hend, mey require ceveral weeks. piscipline: thaet is lats is
ineffective. SUpervisors who Gelay corrective accion eppe2Y

————
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jnattentive, Gisorgenized or arbitrery. Employees will nos
value actions that & supervisor puts off or disregerds.

5. startiat the sppropriats 1level. .If the supervisor rotes an
offense which will require only an oral reprimend, it is not
- necessary o supply the ez:ployeevﬁ.thwzitten charges and a
ing. Astmngoralrepﬁﬂarﬂmaybemrehushthana
weakly worded written reprimand. Scme offenses are so-sérious
that..a. suspensich or ~-discharge should B the*First action
taken. Penzlties imposed should be camensurate with the
seriocusness of the problem. The desgree of discipline should

pe consistent with the degree of the offense.

3. Use progressive disciplines Problem employees recuire

essively strongel actions t© repezted offenses.
The first disciplinary action should be followed by subsequent
disciplinary actioms for the same offense that are equally oT
more severe.

4. ‘Tremt separate prnbla:sse_parate.l.y { If an employes has work

- x -
.

Elensthat are independent, trest them independently. &An

employes WRO is late and can’t get along wi co—workers
chould be disciplined specifically for each problem. If the
problem causes the other problem, however, both prcblems
should be handled 2t once. .

go*c'id‘*wcﬂe“*for-a-- long © time, wipe the slate cle=zn. After
prolonged goed pehavior, treat the next violation as a first

. offense and use progressive discipline again. Minor offenses
ﬂaatrectn'mrethannmnths apartshouldbetreatga
independently. Disciplinary Gocuents, x,
remain in the employes's perscnnel files for at least twoO
years.
TERSONNEL FILES

éoémrentsshmﬂdnotbeplacedmthepe:samelﬁle,hztretainedby
+he immediate supervisor in secure files. Dmloyees are entitled to
seealldocmtentsasﬂ:eyarep:‘tinthepersmnelfih. Supervisors
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cshould review files pericdically to DT dated materisls. Ferscmnel
filesa:eopentojnspectlononlyby.ﬂleemploy&bytherecnzd
custcdian end by &ny of the emloyee's direct supervisars. Persomnel

£iles must be madge aveilable for inspection st any reascnable times.
APPEAL

Employess belonging to collective bergeining units may appeal any
action requiring written notice by following the procedure described in
the Grievence - and  -Arbitraticn - procedures in the Memorandum of
Onderstending for the respective Yyesr. Civil Service emloyees may-
eppeal 2 suspension of more than thirty (30) days, demotion or .
dischzrge to the Civil Service Commission as Gescribed in PM-180 and
PM-560, respectively.
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