ADMINISTERING CONSTRUCTIVE DISCIPLINE

The following is a guide for supervisors and managers to use when administering constructive discipline.  In issuing any disciplinary or adverse action, supervisor's and managers must respect employees' rights established by law, regulation, policy or collective bargaining agreements.  Constructive discipline is preventative in nature.  The objectives are to develop, correct and rehabilitate employees; encourage employees to accept responsibility; prevent situations where no alternative to taking discipline exists.  

When considering and taking disciplinary action, supervisors:

· Investigate the alleged offense and consider all information

· Ensure any action taken is fair, timely, and for good cause

· Ensure you check with you local EMR to ensure compliance with applicable laws, 

      regulations, policies, etc.

· Conduct interviews and inquiries and discipline employees in private to minimize 

      embarrassment

· This does not mean you cannot have a witness - witnesses must be someone in the 

      management chain, not a co-worker or peer - never have more than one 

· Involve the minimum number of people necessary when gathering facts and coordinating 

      actions

· Don't advertise - keep disciplinary actions private on a need to know basis.

· Observe the employees right to representation - know if your employee is a bargaining unit 

       member and what their rights are - all employees are entitled to be represented at all 

      disciplinary actions or counseling that might lead to disciplinary actions - know your EMR 

      specialist in Civilian Personnel and consult early and consult often!!

· Do not ask the employee to resign, retire, or move to avoid discipline!

Four basic elements are present in all actions:

· Notifying employees of the proposed action

· Giving employees an opportunity to respond to proposed action

· Notifying employees of the final decision

· Informing employees of their access to appellate or grievance procedures

Burden of Proof

· Clearly specify charges or reasons upon which the action is based

· Be able to prove the specific charges or reasons

· Be able to show a connection between the charges and the impact upon the job

· Be able to show the penalty was appropriate and fair

Charge what you can prove then prove what you charge!

