
Disciplinary Process

Continue to monitor
 No further action 

needed unless other 
issues arisePerformance 

Improvement Plan 
(use the PIP template)

Behavior, work performance, 
attitude or policy violation is NOT 

resolved or improved to 
satisfactory levels

Incident was serious enough to 
require immediate response

Formal Discipline
(see Formal Discipline Procedure chart)

Suspension without pay 
Reduction in salary

Demotion to a lower job classification
DIsmissal

Or any combination of the above

Must use Notice of Intent to 
Discipline Template  (NOI)

One Time Incident
Employee has an 
identifiable issue 
concerning policy, 
work performance, 

or attitude

Verbal or Written 
Reprimand

(use the Written Reprimand template)

Behavior, work performance, 
attitude or policy violation is 

resolved or improved to 
satisfactory levels

Verbal Reprimand

Written  Reprimand in HR File along with 
informal corrective interview

Ongoing Issue
Employee has an 
identifiable issue 
concerning policy, 

work performance, or 
attitude

Additional Incident 
Occurs





Formal Discipline Procedure - Full Time Employees Only
Any alleged violation by an employee of policy, procedure, rules, regulations, directives, orders, laws and/or 

expected performance levels will be investigated by the employee’s management supervisor.

The supervisor presents a written report of the investigation to the Division Manager 

Division Manager will review report and prepare the Notice of Intent (NOI) - conduct additional investigation if necessary

Division Manager will draft Notice of Intent (NOI)and present it to the employee

The discipline as 
determined by the 

NOI will be 
implemented

Employee has three (3) working days after receiving the NOI to request a pre-disciplinary meeting with the Department Director

Employee does not request 
a pre-disciplinary meeting 

with the Department 
Director

Employee requests a 
pre-disciplinary meeting 

with the Department 
Director

Department Director will hold the meeting promptly and consider 
additional evidence by the employee - issues a written decision

Employee chooses not to appeal 
decision from Department Director

Employee chooses to appeal decision 
from the Department Director

Discipline appeal includes
discharge, suspension of more than two days without pay, 

or an involuntary transfer from one position to another with 
less remuneration

Department Director’s 
decision will stand

Discipline appeal does not include
discharge, suspension of more than two 

days without pay, or an involuntary transfer 
from one position to another with less 

remuneration

Employee may appeal to the 
Employee Advisory Council 

(EAC)
Employee may appeal to the Hearing 

Officer


