Page  1 of 2

	[image: image1.png]



TRAVIS COUNTY

PERFORMANCE PLANNING, MANAGEMENT AND MEASUREMENT SYSTEM



       EMPLOYEE DISCIPLINARY ACTION NOTICE

	Name:      
	Job Title:      

	Department:      
	Supervisor Name:      
	Title:      

	Disciplinary Date:      
	Time:      
	Location:      


	PRIOR ACTION

 FORMCHECKBOX 
 Counseling/Coaching

Date:     
 FORMCHECKBOX 
Verbal Notification

Date:     
 FORMCHECKBOX 
Written Notification

Date:     
	CURRENT ACTION

 FORMCHECKBOX 
 Counseling/Coaching

 FORMCHECKBOX 
 Performance Improvement  Plan

 FORMCHECKBOX 
 Verbal Notification

 FORMCHECKBOX 
 Written Notification

 FORMCHECKBOX 
 Suspension (Without Pay)

 FORMCHECKBOX 
 Termination


	REASON FOR ACTION

 FORMCHECKBOX 
Unsatisfactory Job Performance

 FORMCHECKBOX 
Policy Violation

 FORMCHECKBOX 
Inappropriate Behavior

Other      


	List specific area(s) of concern:
1.      
2.      
3.      
	List improvements needed to meet expectations and the timeframe required:

1.      
2.      
3.      


Use this section for suspensions only.

	Effective       , the above named employee is being suspended without pay for a period of        days.  The employee will report back to work on      (day)      (date) at       (time).       




	If the necessary improvement does not occur within specified timeframe, further disciplinary action will be taken.  If the necessary improvement is not sustained or similar offenses occur, further disciplinary action will be taken, up to and including the termination of your employment with Travis County.




	Additional Supervisor Comments:

     
Supervisor Signature:                                                                                    Date:      

	Employee Comments:

      
Employee Signature: _____________________________________  Date:      


If the employee refuses to sign, have a witness sign to verify that the document was reviewed with the employee and that a copy was given to the employee.

Witness Signature: __________________________________  Date:      
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