Human Resources Division		April 16, 2013 

RECENT PERSONNEL POLICY CHANGE

Policy 2500, “Standard Rules of Conduct”


EFFECTIVE DATE:  April 16, 2013

CHANGES MADE:  
· Removed the statement that first time violations should result in a written warning as a minimum.  First time violations will now result in a documented verbal warning as a minimum.  
· Added language to allow for an employee who is charged with a felony to be terminated based on the circumstances surrounding the felony charges.  

WHY CHANGES WERE MADE:  The changes were made to incorporate recommendations made by the Employee Safety Focus Team.

FREQUENTLY ASKED QUESTIONS:

· Why are we lessening the level of discipline issued for a first time conduct violation?  The purpose of discipline is to change the negative behavior (unsafe behavior, tardiness, etc.) to the desired behavior as quickly as possible and maintain that desired behavior.  In most cases, employees change their behavior or conduct after being disciplined the first time.  They typically have no additional issues after that action occurs.  By making the first disciplinary action a documented verbal warning (in most cases), we are giving employees the chance to change their behavior or conduct without having additional consequences on them such as delaying career ladder promotions.    

· What happens if an employee continues to have performance and/or conduct issues?  Lessening the level of discipline for a first time violation will benefit most employees who engage in behavior that is in violation of our policies/values or whose performance is not meeting expectations. 

For those who continue to have issues, written warnings for conduct or Performance Improvement Plans (PIP) for performance will often be the next step.  If problems continue within three years of a written warning or PIP being issued, then a probation/suspension will typically result.  Once an employee has received a probation/suspension, he/she will generally be one step away from termination.    

· [bookmark: _GoBack]What if I received a written warning in the last three years, and I have another incident?  For employees who already have a written warning on their record for a first time incident, Human Resources will work with supervisors to make sure the employee’s disciplinary history is reviewed closely along with the facts of the current situation to determine the right thing to do.  We have to transition employees into the new approach and want to treat them right under the new approach but we cannot start over completely.  

In many cases, since a written warning was issued on a first time incident, the employee will likely receive a second written warning.  However, if an employee had already received a verbal warning prior to his/her written warning being issued, the employee might be put on probation should he/she have another incident or issue.  The bottom line is that Human Resources will work with supervisors and managers to ensure an appropriate level of discipline is issued for those that have a first incident and those who have already had a disciplinary history. 

· How long are suspensions and probations considered?  These actions stay on an employee’s record during their career.  However, if there are no additional conduct or performance issues for several years, this is taken into consideration in determining whether someone should be terminated or whether lesser discipline is appropriate. 

· What is a documented verbal warning?  A documented verbal warning is simply a verbal warning that is issued and then documented by a supervisor in an employee’s performance management file.  Verbal warnings should only be issued by a supervisor following a discussion with a local human resources representative to ensure that a verbal warning is the appropriate level of discipline to be taken.   

· Why is language being added to allow the department to terminate an employee who has been charged with a felony?  I thought a person was considered innocent until proven guilty.  This policy has allowed for an employee charged with a felony to be suspended pending the outcome of the charges under some circumstances.  There are instances where the circumstances surrounding a felony charge suggest it is in the department’s best interest to terminate employment rather than allowing an employee to remain in a suspended status for an indefinite period of time when the known end result following the disposition of charges would be termination.    
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