
Types of Disciplinary Actions 

 
 Written Notice – 

Regardless of the type of disciplinary measure imposed, a written notice indicting 

the reason(s) for discipline, type and duration of the disciplinary action, and 

grievance or appeal rights of the employee must be given to the employee within 

twenty-four (24) hours for non-contract employees. 

 

The contents of the letter should be reviewed with the employee; the employee 

should be instructed to read the letter; and the employee should be asked to sign 

to acknowledge receipt of the letter.  If an employee refuses to sign, the refusal 

should be noted on the letter and signed and dated by the issuer of the disciplinary 

notice. 

 

A copy of all disciplinary letters must be retained in the employee’s personnel 

file.  Letters of discipline are not removed from the personnel file unless as part of 

an arbitrator’s decision, a settlement agreement, or a collective bargaining 

agreement provision. 

 

 Letter of Written Reprimand - 

The written reprimand should be signed by both the supervisor and the employee.  

The written reprimand must be given to the employee with one (1) copy placed in 

the official employee file, one (1) copy given to the personnel officer, and one (1) 

copy given to the union (if applicable). 

 

 Written notice of infraction, citing specific rule(s) and policy(s) violated. 

 Specific information (dates, times, what occurred) regarding the 

unacceptable behavior or performance. 

 Information regarding what is expected of the employee to correct the 

problem or performance 

 Grievance or appeal rights. 

 

 Letter of Suspension –  
Disciplinary suspensions for employees covered by the Fair Labor Standards Act 

(FLSA) are without pay. An employee exempt from the FLSA will be given 

documentation of disciplinary action equivalent to a suspension (paper 

suspension); the FLSA exempt employee will not serve time off or be docked in 

pay. 

 

The length of the suspension must fit the severity of the infraction.  Disciplinary 

action that is taken as a punitive rather than a corrective measure will not be 

supported in the appeal or grievance process.  A suspension without pay may not 

exceed thirty (30) days. 

 



Suspensions will pay pending the outcome of an investigation (administrative 

suspension) may be used to remove an employee from the workplace until the 

completion of the investigation. 

 

All suspensions should be reviewed with the personnel officer assigned to the 

department prior to implementation. 

 

The letter of suspension must be given to the employee with one (1) copy placed 

in the official employee file, one (1) copy given to the personnel officer, and one 

(1) given to the union (if applicable). 

 

The letter of suspension must contain the following information: 

 Effective date of suspension. 

 Length of suspension in workdays. 

 Return to work date. 

 Written notice of infraction, citing specific rules(s) and policy(s) violated. 

 Specific information (dates, times, what occurred) regarding the 

unacceptable behavior or performance. 

 Information regarding what is expected of the employee to correct the 

problem or performance. 

 Grievance or appeal rights. 

 

Human Resources may determine it necessary to issue a final warning as part of a 

disciplinary suspension letter.  The letter will state if the employee engages in the 

same type of behavior or further violates work rules that would normally result in 

disciplinary action, discharge will occur.  A final warning is usually given as the 

final step in a progressive discipline, or in the case where a lengthy suspension 

has been imposed for a severe rule infraction.   

 

 Disciplinary Demotion – 
An employee may be demoted to a vacant position as disciplinary action for 

inability to perform the duties of the higher position or for some instances of 

misconduct. The employee must meet minimum qualifications for the lower job 

class if it is not in the same series as the job class currently held by the employee.  

Demotion is considered substantive disciplinary action and should be discussed 

with the Human Resources office before imposition. 

 

 Letter of Discharge –  
Following the investigation and the determination that discharge is likely 

warranted, the employee must be informed in person that discharge is being 

considered and be given the opportunity to respond to the allegations. This is 

known as the Loudermill meeting.  Generally, public employees who can only be 

discharged for cause by the merit system provisions or a statutory provision 

requiring cause for termination.  The Loudermill meeting is not a formal hearing 

to definitively resolve the legitimacy of the discharge, such as a grievance or 

arbitration proceeding. Instead, the employee is given an explanation of the 



findings of the investigation and an opportunity to present additional information 

that the employee wants Human Resource Officer to consider prior to the 

imposition of discipline.  If the decision stands after the discussion, the employee 

must be informed of the action in writing. 

 

Discharge usually follows other lesser progressive disciplinary action.  There are 

some circumstances, however, which warrant summary discharge. Summary 

discharge means discharge from employment upon completion of a fair and 

thorough investigation substantiating the alleged offense.  Such discharge is not 

preceded by progressive discipline. 

 

The letter of discharge must be given to the employee with one(1) copy placed in 

the official employee file, one(1) copy given to the personnel officer, and one(1) 

coy given to the union (if applicable). 

 

The letter of discharge must contain the following information: 

 Effective date of discharge. 

 Reason for discharge, including the infraction and appropriate rule or 

policy violation. 

 If progressive, reference to prior actions taken. 

 Grievance or appeal rights. 

 

 Reassignment – 
As a result of some misconduct, it may be determined that it is in the best interest 

of the organization to reassign the employee to a different work unit or location, 

either as a disciplinary action or as part of an action such as suspension.  This 

action must be discussed with the Human Resources Officer to make sure it does 

not affect the rights of other employees (such as contractual transfer rights) and to 

insure that just cause has been met. 

 

 Non-discrimination – 
Supervisors must apply discipline in a non-discriminatory manner. Discipline may 

be considered as discriminatory if members of a protected class are given 

discipline disproportionate to the amount or severity of discipline given to non-

protected class persons. Amounts or severity of discipline imposed must be 

justifiable based on the facts of each specific situation, incident, or event. 

 

 Confidentiality – 
Confidentiality of Employee Information, regarding the release of information 

concerning employee discipline. 


