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	        NOTICE OF PROPOSED DISCIPLINARY ACTION
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	        NOTICE OF PROPOSED DISCIPLINARY ACTION





This form is to be used to notify an employee of PROPOSED disciplinary action PRIOR to an informal hearing and final decision regarding the discipline.  (See Section 9.10, Disciplinary Guidelines for Suspension Without Pay, and Section 9.11, Disciplinary Guidelines for Dismissals, of the Personnel Policies and Procedures.)
Scroll down to the next page for the form.

	To:
	     

	Dept:
	     

	Date:
	     

	From:
	     


 FORMCHECKBOX 
   PROPOSED SUSPENSION


	I am considering suspending you for
	      
	days beginning on
	     
	and ending on
	     






       (No. of days)  


(Beginning Date)  


   (Ending Date)       
 FORMCHECKBOX 
   PROPOSED TERMINATION

	I am considering terminating you effective 
	     







       
 (Date)       

Grounds for proposed action are:   (Provide details of incident/s and list specific policy violations – attach sheet if necessary)
	                                                                   

	     

	     

	     

	     


You have the right to a hearing before your appointing authority concerning the allegation(s) against you.  You have the right to appear in person and/or be represented by someone of your own choosing and at your own expense.  You may respond to these allegations orally or in writing and you have the right to present evidence in your defense. 
	The hearing will take place at
	     
	on
	      
	at
	     


(Time) 
    
  (Date)
           
     

 (Location of Hearing)

You have five (5) days in which to respond to this notice.  If you fail to respond to this notice or appear on the above 
	stated date and time, the proposed discipline/termination will go into effect on
	     
	.


(Date)

_____________________________________
_________________
_____________________________________
________________

Signature of Appointing Authority

Date


Signature of Employee*


Date

*Signature acknowledges receipt only, not agreement with allegation(s) against you.
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To the employee:  By signing below, you accept the above stated disciplinary action and decline a hearing.
	I accept the above disciplinary action and DO NOT request a hearing:
	
	
	










            Signature of Employee
                       
            Date
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