
 

  

 
Discipline & Discharge Policy 
 

[COUNTY NAME] affirms its responsibility to ensure high quality service delivery, effective 
operations, fair and respectful interpersonal interactions, professional conduct, and safe 
working conditions. [COUNTY NAME’s] discipline policy and procedures are designed to provide 
a structured corrective action process to improve and prevent a recurrence of undesirable 
employee behavior and performance issues. 
 
The following is a non-exhaustive list of conduct and/or behaviors that may result in disciplinary 
action, up to and including termination of employment: 
 
1. Lack of ability to competently and efficiently perform the duties of the position or                     

classification held by the employee with or without a reasonable accommodation 
2. Failure to produce the quality of work and/or the quantity of work the position or 

classification requires 
3. Inappropriate treatment of other employees or other persons 
4. Acceptance of a fee, gift or other item of value in the course of the employee's work which 

might reasonably be construed as evidence of or has the appearance of favoritism, 
coercion, unfair advantage or collusion  

5. Violations of County or departmental rule, regulation, or policy 
6. Insubordination or refusal to comply with employer’s instructions 
7. Failure to observe safety rules or regulations or engaging in unsafe work practices 
8. Careless, negligent, or willful conduct which causes loss, defacing, or damage of County 

property 
9. Misappropriation and/or mismanagement of County funds 
10. Theft of County property or theft of personal property from the workplace 
11. Deliberate or careless conduct endangering the safety of self or other employees, including 

the provocation or instigation of violence 
12. Possession of illegal weapons while on duty 
13. Intentional falsification of personnel records, payroll reports/timecards, or other County 

records 
14. Falsifying, unauthorized destroying, or inappropriately modifying County reports or records 
15. Violating the data privacy rights of any employee, client or member of the public  
16. Reporting to work under the influence of alcohol, illegal drugs or controlled substance 
17. Possession or consumption of alcohol, illegal drugs or controlled substance while on duty 
18. Violating a criminal or traffic law which has potential for having a negative impact on the 

employee's ability to do the job, or otherwise threatens the safety of co-workers or 
members of the public 

19. Failure to notify supervisor within one business day if employee is the subject of a 
misdemeanor, gross misdemeanor, or felony arrest, charge, and/or conviction, or is 
incarcerated for any reason 

20. Unauthorized absence from work 



 

  

21. Excessive unexcused absences, reporting to work late, or leaving work before the end of the 
scheduled shift, or extended break periods  

22. Conduct or performance on the job that tends to lower discipline, morale or causes 
disrespect among County employees, or that adversely affects the rendering of prompt, 
courteous, and efficient service by the County and its employees to the public  

23. Sexual, racial, sexual orientation, ethnic or other harassment of the public or any County 
employee   

24. Engaging in threatening or intimidating conduct toward others   
25. Engaging in retaliation in the workplace 
26. Breaching standards of conduct applicable to the employee's profession  
27. Falsifying information, willful deception, or misrepresentation on an employment 

application or regarding information provided during the interviewing, testing, recruitment, 
and selection process 

28. Engaging in deception, fraud or misrepresentation in the employment application, 
examination and/or selections process by omitting information or furnishing false, 
misleading or fraudulent information, certificate or license 

29. Engaging in a conflict of interest.  Before engaging in any other employment or activity that 
might be or appears to be a conflict of interest, the employee shall obtain prior approval 
from the department head.  A conflict of interest exists when the employee’s outside 
employment or activity is inconsistent, incompatible, or in conflict with County 
employment.  

30. Engaging in prohibited political activity 
 
Outlined below are the steps of [COUNTY NAME’s] progressive discipline. [COUNTY NAME] 
reserves the right to combine or skip steps depending on the facts of each situation and the 
nature of the offense. The level of disciplinary intervention may also vary. Some of the factors 
that will be considered are whether the offense is repeated despite coaching, counseling or 
training, the employee’s work record, and the impact the conduct and performance issues have 
on the organization.  
 

1. Documented Verbal Warning (or Reprimand): A formal action documented by the 
supervisor regarding the employee’s behavior to change, cease, or begin.  It is generally 
given for a first occurrence of a policy violation or engagement in misconduct, or related to 
an infraction of lesser significance. Verbal warnings are documented and placed in the 
employee’s personnel file.  
 

2. Written Warning (or Reprimand): A formal action by the employer providing official notice 
of the employee’s action or behavior to change, cease, or begin, or that the employee has 
violated a policy or engaged in misconduct.  It gives the factual basis for the warning (or 
reprimand), directives for correcting the action or behavior, and the consequences of future 
violations of a condition or other rule. Written warnings shall be maintained in the 
employee’s personnel file.   

 



 

  

3. Suspension:  Loss of work and wages for a specific number of hours or days, depending on 
the severity of the offense. Notice of suspension is provided to the employee in writing. The 
notice gives the factual basis for the suspension, directives for correcting the action or 
behavior, the consequences for future violations of a condition or other rule, and [CHOOSE 
ONE: a notice that the suspension may be appealed; OR a notice that the employee is 
entitled to a pre-suspension hearing with the [Human Resources Manager, or County 
Administrator/ Coordinator]].  At the Supervisor’s discretion, an exempt employee’s 
disciplinary suspension may take the form of a deduction from the employee’s vacation or 
PTO balance. The notice of suspension shall be maintained in the employee’s personnel file. 
 

4. Termination: The most serious step in the progressive discipline procedure is to terminate 
the employer/employee relationship.  
 

A. Notice of Intent:   
If a Supervisor, in consultation with the Department Head, believes that there is just 
cause to discharge an employee, the Supervisor shall notify the employee, in writing, of 
the Supervisor’s intent to do so.  The written notice of intent to discharge shall contain 
the following:  

1) a brief description of the basis for the discharge;  
2) notice that the employee is entitled to a pre-termination hearing with the 

[Human Resources Manager, or County Administrator / Coordinator]; and 
3) [CHOOSE ONE:  include the date and time of the pre-termination hearing, noting 

whether the employee is paid or unpaid through that time  
 OR a statement that the employee is being placed on a five-day administrative 
leave [CHOOSE ONE: without OR with] pay, during which the employee is 
entitled to a pre-termination hearing]. 

 
B. Pre-Termination Hearing:  

The purpose of a pre-termination hearing is to allow the employee to supply the 
employer with information and/or argument against the proposed termination. 
 

C. Effective Date of Discharge:   
The discharge shall be effective only after: 

1) a pre-termination hearing has been held and the discharge decision upheld; 
2) the right to a pre-termination hearing has been waived; or  
3) the five-day administrative leave period has expired with no meaningful action 

by the employee.      
 

D. Final Notice:  
If the County upholds the discharge, the [Human Resources Manager, or County 
Administrator / Coordinator] shall notify the employee, in writing, of the discharge.  If 
the discharge is not upheld, the [Human Resources Manager, or County Administrator / 
Coordinator] may modify or vacate the disciplinary action and shall notify the employee 



 

  

of such decision. 
 

[COUNTY NAME] may also consider the option of Demotion or Transfer as an alternative step in 
the disciplinary process. An employee may be transferred, reassigned, and/or demoted to a 
different position or assignment for which the employee is qualified. This action may be taken 
when other attempts to correct or modify the behavior have been determined ineffective or 
inappropriate based on the facts and circumstances of the case, and when the [County 
Administrator / Coordinator] has determined that a demotion or transfer is the best solution to 
address the issue. 
 
In addition to the requirements set forth above, a veteran who has been suspended without 
pay, demoted for disciplinary reasons, or discharged, may have additional rights. 
 
[COUNTY NAME] may elect to administer disciplinary action in a progressive manner. However, 
[COUNTY NAME] reserves the right in all situations to decide the appropriate level and type of 
disciplinary action to be applied, based on the specific facts and circumstances involved. It is 
recognized that certain circumstances warrant deviation from the suggested order of 
progressive discipline, and that in certain situations progressive discipline is not appropriate in 
response to the offense.  
 
Disciplinary action involving removal of a qualified veteran who has completed the initial 
probationary period shall include the appropriate notice of rights regarding a hearing. Qualified 
veterans considered for removal shall be afforded all applicable rights in accordance with 
Minnesota law.  
 
No discipline policy can be expected to address each and every situation requiring corrective 
action that may arise in the workplace. Therefore, [COUNTY NAME] takes a comprehensive 
approach regarding discipline and will attempt to consider all relevant factors before making 
decisions regarding appropriate disciplinary action.  

 


