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ARTICLE IX. UNSATISFACTORY JOB PERFORMANCE AND DETRIMENTAL
PERSONAL CONDUCT
Section 3. Communication and Warning Procedures Preceding Disciplinary

Action for Unsatisfactory Job Performance

When an employee's job performance is,unsatisfactory, or when incidents or inappropriate
* actions warrant, the supervisor shall meet with the employee as soon as possible in one or more

counseling sessions to discuss specific performance problems. A brief summary of these
counseling sessions shall be noted in the employee's file by the SUpervisor,

An employee whose job performance is unsatisfactory over a period of time should normally
yeceive at least two warnings (sometimes called reprimands) from the supervisor before
disciplinary action resulting in dismissal is taken by the Town Manager. In each case, the '
supervisor should record the dates of discussions with the employee, the performance
deficiencies discussed, the corrective actions recommended, and the time limits set. Ifthe
employee's performance continues to be unsatisfactory, then the supervisor should use the
following steps:

1) A final written warning from. the supervisor serving notice upon the'employee that
corrected performance must take place immediately in order to avoid suspension,
demotion, or dismissal.

2) Tf performance does not improve, a written recommendation should be sent to the Town
Manager for disciplinary action such as suspension, demotion, or dismissal.




