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TRAVIS COUNTY

PERFORMANCE PLANNING, MANAGEMENT AND MEASUREMENT SYSTEM



Discipline

The purpose of disciplinary measures is to foster change in employee behavior or performance, when behavior or performance is not meeting the documented expectations of the County. Discipline may be a progressive educational or developmental process when circumstances warrant. However, when behavior or performance deficiencies are extremely egregious a progressive corrective action approach may not be appropriate. The County may utilize the following guidelines for disciplinary actions.

Description of Disciplinary Tools:

	Item
	Title
	Description

	A
	Verbal Notification.
	This tool is used to document and communicate minor failures to meet expectations to employees. The written document should include the following:

· Description of the problem

· Date of the infraction

· Expected change 

· Timeframe in which change must occur

· Consequences of not making the expected changes

· Signatures of the employee and immediate supervisor

	B
	Written Notification
	This tool is used as a more formal step when necessary improvement has not occurred and been sustained as defined in the 1st written warning.  It should include the following:

· All items included in the 1st Written warning

· A prescribed set of targeted improvements with set dates of achievement

· Dates for follow up meetings between the employee and supervisor

· Signatures of the employee, immediate supervisor and next level manager

	C
	Suspension
	This tool is used when the failure to meet expectation is severe, immediate correction is mandated, and the organization believes that a punitive measure will reinforce how serious the infraction is to the organization. This tool is best used in conjunction with other tools. The written document should include the following:

· All items described in the 1st and 2nd warning

· The items described in the tool that (if used) is being used in  conjunction with the suspension

· Signatures of the employee, immediate supervisor and next level manager

	D
	Dismissal
	This tool is used when the organization has determined that the employee cannot be successful in any capacity. This may be the result of severely egregious behavior or the failure to make and sustain necessary improvements.


Classes of Infractions

	Infraction Class
	Description
	Disciplinary Action Steps

	I
	Class I infractions are minor in nature.  Class I infractions do not pose an immediate threat to the wellness of the County, employees, or citizens.  Class one infractions include but are not limited to:

· Unsatisfactory work performance

· Excessive absences or tardiness

· Abuse of break privileges

· Inattention to duties due to personal interruptions such as telephone calls, visitation, or other non-work related activities.

· Disruption to the workflow 


	1. Verbal Notification
2. Written Notification
3. Suspension (without pay)
4. Dismissal (Termination of employment)

	
	
	

	II
	Class II infractions are serious in nature.  Class II infractions may pose some threat to the wellness of the County, employees or citizens, but may be corrected over time.  Class II infractions include but are not limited to:

· Misconduct, use of profane or abusive language toward fellow employees or others

· Refusal to obey direct orders from the immediate supervisor or refusal to perform work assigned without valid reason.

· Failure to comply with discrimination and harassment policy 9.026

· Failure to maintain qualifications necessary to perform the job

· Reporting to work or engaging in County business if mobility or judgement is impaired due to the influence of intoxicants or drugs

· Horseplay that could result in injury to an employee, citizen or result in damage to County property or equipment.
	1.  Suspension (without pay)

2. Dismissal (Termination of employment)


	Infraction Class
	Description
	Disciplinary Action Steps

	III
	Class III infractions are very serious in nature and pose an imminent threat to the County, employees or citizens. Class III infractions, by their very nature, typically warrant immediate termination of employment, however in some rare cases a Department Head may opt for an incident report and probation as a first step Class III infractions include but are not limited to:

· Misconduct such as fighting with or making threats toward fellow employees or others

· Furnishing information such as confidential employee, inmate, or client records to an unauthorized person

· Illegal possession or sale of alcohol or drugs

· Theft

· Falsification of employee’s own or other employee’s time records, county records, employment application, or medical history

· Willful damage to property owned, rented, leased, or used by the County

· Failure to notify supervisor or manager during three successive work days of absence

· Failure to abide by establish safety rules of the County

· Refusal to submit to drug testing after probable cause has been established

· Failure to obtain and maintain all licenses and certifications required to do the duties of an employee’s position and failure to notify both supervisor and department head within one business day if the license or certification is suspended or revoked

· A comprehensive pattern of performance and/or behaviors within 12 months or less that indicates that the employee is not a good fit for the agency.
	1. Dismissal (Termination of employment)


Impact to Employees

Organizational discipline practices may have multiple or negative impacts on employees.  A few summarized below are:

	Positive
	Negative

	Safe respectful workplace
	Unsafe workplace



	Reliable productivity and quality of work product (efficiency  = $)


	Lost time and productivity

	Potential for pay incentives resulting from efficiency


	Budget dollars used for settlements and grievances

	Clear understanding of expectations


	Unclear standards and expectations

	Confidence that employer is fair and objective


	Lack of confidence

	Stability and high retention


	Poor morale & high turn over


Critical Parameters for Supervisors:

· Know the policies, procedures and protocols (standards) that govern your workplace 

· Be familiar with the tools and documents that are used in your workplace

· Plan and organize your discussion, prior to meeting with an employee including:

1. Organizational expectation

2. Deficiency

3. Timeframe necessary for improvement

4. Employee’s ownership

5. Consequences of failing to make & sustain necessary improvements

· Focus only on the issues rather than the employee’s personality

· Listen effectively, maintain your professionalism (never act while angry)

· Maintain documentation

· Follow up

· Consistently apply standards to all employees
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