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ARTICLE IX. UNSATISFACTORY JOB PERFORMANCE AND DETRIMENTAL
PERSONAL CONDUCT
Section 6. Types of Disciplinary Actions and Pre-disciplinary Conference

' Employees may be disciplined for unsatisfactory job performance or detrimental personal
conduet at the recommendation of the department head or designee. The decision on the
recommended appropriate discipline is made by the Town Manager.

Suspension: Disciplinary suspensions are for the purpose of communicating the serfousness of
the performance deficiency, not for the purpose of punishment, and shall be without pay.

Non-exémpt employees: May be for short periods and should not generally exceed three
days (24 hours) for nonexempt employees.

Exempt employees: In accordance with FLSA requirements to maintain exempt status,
suspensions for exempt employees shall normally be for one full work week, especially if

" the suspension is for unsatisfactory job performance issues. Under FLSA suspensions of
loss than a week are authorized for major safety violations or infractions of workplace
conduct rules (detrimental personal conduct).

Demotions: Demotions are appropriate when an employee has demonstrated inability to perform
- successfully in the current job, but shows promise and commitment to performing successfully in
a lower level job.

Dismissal: Terminations are appropriate when the employee has shown he/she is unwilling or
unéble to perform work in a manner that meets the work and conduct standards of the Town.

Pre-disciplinary Conference: Before suspensions, demotion, or dismissal action is taken,
whether for failure in personal conduct or failure in performance of duties, the supervisor may
conduct a pre-disciplinary conference. At this conference, the employee may present any

response to the proposed disciplinary action.

. The supervisor will consider the employee's response, if any, to the proposed disciplinary action,
and will, within three (3) working days following the pre-disciplinary conference, discuss
proposed disciplinary action with the Manager, If the Town Manager approves, the supervisor




will notify the employee in writing of the final decision to take disciplinary action. The notice of
the final disciplinary action'shall confain a statement of the reasons for the action and the
employee's appeal rights.

If the employee was-suspended without pay and the suspension is not upheld, the Board may
authorize back pay for the time of suspension.




