ART POLICY  quick REFERENCE GUIDE

PHASE | - Employee Development. PHASE
MINOR OFFENSES (12 MONTHS) SERIOUS OFFENSES (24 MONTHS)
Focus on education/counsel employee ‘Alieraive handing may be used if
supenvisor deems approriate
INON.REPETITIVE RECORD

Howto handle  non-repefitie progression when an

employee violates a series of difiersnt rules

Follow progressive discipline standards

st Minor Counseling assessing,
tyear Counssling
year Counseling AstSerious:  NO MORE THAN

tyear Formal Counseling/Mini
lassfMraining Session

5th Minor within 1 year GO TO PHASE | HANDLING 2nd Seriou

*istSerinus

30 Days Deferred Suspension

NO MORE THAN
30 Days Actual Suspension

IREPETITIVE RECORD
"How!o handie a repeliive progression when an
employee violates the same ruie multiple times:

3rd Serious:  MAY WARRANT

DISMISSAL

Apply the Collective Bargaining Agreement

st Minor Counseling

MAJOR

Major offenses are those that watrant
removal fram senvice pending a formal
hearing and possible dismissal from

service or a single such oceurrence if

proven guily.

Discip! |e|l|n0a||(l luding dismissal may
be assessed for currence. Wavers.
may be used for S i sl

Apply the Collective Bargaining
Agreement provisions for scheduling

provisions for scheduling and holding disciplinary and holding disciplinary investigations

mal Rules investigations or offering
Class/Training Session
inor GO TO PHASE | HANDLING
15t Serious

3rd repetitive
within 1 year

the appropriate handling or serious offenses

The employee andior local chairman must be notied
within 3 days ofthe occurrence that a counseling session
will be held or the offense may not be handled formally.

There is a one-year rolling period or determining the
appropriate handling for minor offenses

There is a two-year rolling period for determining



START POLICY

What happens if an employee does not
accept responsibility?

Will aminor ofense activate deferred time?

What are the probationary periods for deferred
suspensions?

What happens nsel

Counseling/Aternative Handling
not offered within 3 days?

will employm S R
ng and educ

Can an employee who has entered Phase Il

one year return to Phase | handling
or offenses?

How are multiple viol
rules check handled?

ns detected during a

Defi

on of repetitive offense:

What are the guidelines for asses:

for absenteeism?

ing discipline

QUICK REFERENCE GUIDE - Questions & Answers

The ernployee has the right fo a formal investigation in accordance with the callective
bargaining agreement, iincluding minor offenses,

Atemative handling for a minor offense wil not activate deferred time, but deferred
time issued as a result of a formal investigation wil

Defferred Suspension  Probation Period
days orths

10 days 6 rmonths

1510 29 days 9 months

30 days 1 year

Minor ofenses will not be handled, and serious offenses may stil be handled within the time
limits of the ap propriate Colective Bargaining Agreement

Ermployees will not receive pay for counselingAraining

Employees will be paid or one-hal of the time they are engaged
in activities such as training and education required by ahemative
handling

Minor Offenses
Serious Offenses

Yes, ifthe emloyee does mot comrrit a minor or serious offense during a subsequent
s o perod, he employes wilrover i having miner ffenes hancled i counselng

They should be treated as a single violation

Violation of the same fule multiple times during a one-year period. Ifthe rule violated contains
multple sections, a re pettie violation would involve only the same section. For example,
widlation of GR-13 (¢) folowed by a violation of GR-13 (g) would not be considered repetiive

1. Counseling Session canfirmed by a Letter of Warring
2. Letter of Reprimand™

B e

4. 30 Days Deferred Suspensior™

5

Dismissal™ *Stese 25 must bs handisd in accardnoe wih ollctive bargaining agresmant dicipine mocedures



