NOTE: For the purpose of this policy, job deficiencies and/or undesirable conduct which
have "verbal warning" as the recommended corrective action for the first offense shall be
defined as "minor" job deficiencies and/or undesirable conduct.

a. Verbal counseling

(1) In the case of minor job deficiencies and/or undesirable conduct, the
immediate supervisor shall administer a verbal reprimand without rancor and
explain the actions necessary to correct the problem as soon as possible after
knowledge of the minor job deficiency or undesirable conduct. The date of the
reprimand and a detailed description for the reason thereof, along with any
comments the employee may have made, shall be noted. Keep these documents
in a secure place in your department for future reference but do not forward them
to the personnel department. Verbal counseling is intended to be informal rather
than formal disciplinary action.

b. Written warning.

(1) In the case of a second minor offense or job deficiency, or a more
severe first-time offense or job deficiency, the immediate supervisor shall prepare
a report setting forth the exact form and nature of the offense or job deficiency; the
report shall include any previous verbal warnings, written reprimands or
disciplinary actions during the previous twenty-four month.

(2) After reviewing the report, the Department Director shall either issue a
written reprimand to the employee or recommend suspension or dismissal to the
County/Judge Executive.

(a) If suspension without pay or dismissal is recommended, a copy of
the report shall be forwarded to the County Judge/Executive.

(b) Ifa written reprimand is issued, the immediate supervisor or
Department Director shall explain the written repriman to the employee, obtain the
employee's signature on the written reprimand, and place the reprimand in the
employee's personnel folder at the central personnel 10 L office; such reprimand
shall be retained for twenty-four months, after which time it will be destroyed if no
further action is taken upon written request of the employee.

c. Suspension.

(1) This disciplinary action is administered as a result of severe infraction of
rules or standards, or for excessive violations after employee counseling, verbal
warnings, written reprimands, insufficient effort to improve job performance, or
short-term loss of required licenses and/or certifications for the job class.

(2) Suspension with or without pay shall be made cnly by the County
Judge/Executive, except that the immediate supervisor or Department Director
may suspend an employee with pay until the County Judge/Executive acts on the
suspension.

(3) Employees suspended without pay shall be notified of the suspension
within five working days after the time of suspension. The notice shall include the
duration of the suspension (if known), and a copy of the notice shall be placed in



