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POLICY  

To ensure equitable application and enforcement of all Department policies and procedures, 
guidelines are provided for any disciplinary matter. 

PURPOSE 

The Fifth Judicial District Department of Correctional Services (the Department) recognizes that 
in order for a group of people to work together to accomplish their goals, it is necessary that 
policies and procedures be established. If an employee violates these policies and procedures, 
the employee is subject to disciplinary action. Discipline is intended to be corrective in nature. 
Discipline is sometimes necessary to help employees meet performance and conduct 
expectations. Discipline will be imposed in a consistent and nondiscriminatory manner. 
 
The Department provides the following definition of terms: 

Disciplinary Action: those actions which may be taken for failure to follow Department work 
rules, inefficiency, insubordination, incompetence, failure to perform assigned duties, 
dishonesty, negligence, conduct which adversely affects your performance or the employing 
agency, continued substance abuse (prior counseling may not be required in certain situations), 
conviction of a crime involving moral turpitude, conduct unbecoming a public employee, 
misconduct, or any other just and good cause. 

Disciplinary Action is further defined as those actions taken toward an employee that 
result in a clarification of expectations, an oral reprimand (employee advised 
accordingly), a written reprimand, suspension without pay, reduction within pay grade, 
demotion, or discharge. 

Non-disciplinary Action is defined as employee consultation, performance improvement plan, 
referral of employees for professional assistance, reassignment or transfer, and voluntary 
demotion. 

Discrimination is defined as action(s) adversely affecting an employee and/ or the terms, 
conditions, and privileges of employment, because of the employee's race, color, national origin, 
religious or political affiliation, sex, age, physical or mental disability. 

Position Classification, Pay Compensation and Expense Reimbursement, Work 
Conditions, Recruitment and Selection Practices, Promotional Practices, and Layoffs are 
defined and set forth in appropriate sections of the Department manual. 

Disputes are defined as questions, disagreements, or complaints.  For procedural purposes, 
the terms dispute, grievance and appeal shall be considered synonymous and hereafter 
referred to as dispute. A dispute shall be defined as the request for a higher level authority 
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review of an action taken or a perceived situation. Disputes shall be considered the first order of 
business by all levels of supervisory and staff personnel involved, and shall be discussed on 
Department time. 

All employees shall comply with procedures as set forth in disputing a matter. All supervisory 
personnel shall comply with the procedures as set forth in exercising disciplinary action on a 
matter. 
 
While disciplinary action is usually progressive in nature, the Department reserves the right to 
pursue disciplinary measures directly related to the seriousness of the infractions.   
 
A supervisor may take all types of non-disciplinary action, and the following types of disciplinary 
action: oral reprimand, clarification of expectations, and written reprimand. 
 
Allegations of misconduct may be investigated by the Department. In cases where allegations of 
misconduct are sever or egregious in nature, the department may put an employee on 
Administrative Leave with Pay pending the completion of an investigation. Administrative Leave 
with Pay is not discipline, but rather provides adequate time for the completion of an 
investigation to determine whether or not the allegations against the employee should result in 
discipline. If allegations of misconduct are unfounded, the employee shall return to work upon 
notification. If allegations of misconduct are founded, the employee may receive discipline. 
 
The Director, premised upon supervisory input, may take the following types of training tools 
and/or disciplinary actions: oral and written reprimands; suspension without pay; reduction 
within pay grade; demotion; or discharge. 

PROCEDURE 

I. Coach and Counsel- This action is taken by a supervisor for minor infractions. The 
supervisor shall counsel the employee about the problem, set forth a specific goal for 
the employee, advise the employee that the action is an oral reprimand, and document 
the situation. No notation to the employee’s personnel file shall occur. The employee 
shall be advised that repeated infractions, or more serious infractions, shall result in a 
more severe action. 

II. Written Work Directives- If an employee's actions and/or work performance remains 
deficient the supervisor may issue a written clarification of expectations, and the 
written document will be reviewed with the employee.  Both the employee and the 
supervisor shall sign the written notification.  The notification shall include specific 
description of action(s) required to bring the work to satisfactory performance levels.  
Time frames will be imposed to correct deficiencies. 

III. Written Reprimand - A written reprimand shall be given by a supervisor for more 
serious or repeated infractions. If the employee has previously been orally 
reprimanded, such should be noted in the written reprimand. A copy of the reprimand, 
signed by the employee and the supervisor, becomes a part of the employee's 
personnel file. The employee must be informed of his right to dispute the action. 

IV. Suspension Without Pay - An employee may be suspended without pay for disci-
plinary purposes. The suspension shall be for a period of time considered appropriate 
to the circumstances of the situation. A written reason for the suspension will be 
provided the employee 24 hours prior to the suspension. A copy will be made a part of 
the employee's personnel file. The employee must be informed of his right to dispute 
the action. 
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V. Paper Suspension – An employee may receive a paper suspension as an alternative 
discipline in lieu of a suspension without pay. A paper suspension carries the same 
weight as a suspension without pay but allows the employee to remain at work in pay 
status. 

VI. Reduction Within Pay Range - An employee may, for good cause, be reduced to a 
salary within the range of the position classification. Twenty-four hours prior to a 
reduction, the employee shall be furnished in writing with a copy of the reason(s) for 
reduction and duration of the reduction. A copy of the action will be made a part of the 
employee's personnel file. The employee shall be advised as to their right to dispute 
the action. 

VII. Demotion - An employee may, for good cause, be demoted to a lower position 
classification. A written statement, setting forth the reason(s) for the action, shall be 
furnished the employee 24 hours prior to the action and be made a part of the 
employee's personnel file. The employee shall be advised of the right to dispute such 
action. 

VIII. Discharge - An employee may, for good cause, be discharged. Discharges may result 
from continued unsatisfactory work performance or serious or repeated infractions of 
Department policies and procedures. Termination shall be the presumptive 
disciplinary sanction for staff who have engaged in sexual abuse. A written statement, 
setting forth the reason(s) for the action, shall be furnished the employee within 24 
hours of the action and be made a part of the employee's personnel file. The employee 
shall be advised of the right to dispute such action. Immediate notice of discharge will 
be given for reasons of gross misconduct related to the job, insubordination, or 
conviction of a felony or crime of moral turpitude. Probationary and temporary 
employees have no right to dispute on discharge, unless the employee alleges 
discrimination. 

IX. Dispute - If an employee is dissatisfied with a disciplinary action, the employee may 
dispute the decision by following the Employee Dispute Resolution policy located in 
the Department section of the manual.  If an employee feels that the dispute is 
discriminatory in nature the Discrimination Grievance/Appeal Process included in the 
Affirmative Action Plan shall be followed. 

All terminations for violations of agency sexual abuse or sexual harassment policies, or 
resignations by staff who would have been terminated if not for their resignation, shall be 
reported to law enforcement agencies, unless the activity was clearly not criminal, and to any 
licensing bodies.  

 

 


