9-11.002 Policy.

(1) Employees of the Department of Community Affairs are expected to perform their particular duties and conduct themselves in a manner that fosters the achievement of the Department’s mission. The conduct of each employee is expected to reflect a commitment to put forth his best efforts, to manage his work time for maximum efficiency and effectiveness, and to perform to the best of his ability the duties and responsibilities set forth in his job description.

(2) The Department of Community Affairs shall take fair and equitable disciplinary action against an employee who has violated standards of conduct. The violations in this part are not intended to be all-inclusive since any action considered counterproductive to efficient and effective operations will subject an employee to disciplinary action. These guidelines are provided to communicate the Department’s view regarding inappropriate conduct while encouraging consistent and uniform administration of disciplinary actions among employees.

(3) Disciplinary actions taken by the Department are to be constructive, not vindictive, in nature, serving to motivate employees to meet the Department’s established standards of conduct. Toward that end, supervisors are expected to use corrective consultation with subordinates unless circumstances call for disciplinary action. Corrective consultation is not disciplinary action, but is rather an informal discussion intended to ensure that the subordinate understands work rules and standards, assignments, policies, and procedures before disciplinary action is taken.

(4) Employees shall be apprised of Department standards of conduct by the distribution of this rule.

(a) All employees of the Department at the time this rule is adopted shall be provided with a copy of the rule. Employees absent on leave, or otherwise unavailable will be furnished a copy immediately upon their return to work.

(b) Employees hired by the Department after the adoption of this rule will be given a copy of the rule as part of their orientation.

(c) Each employee shall sign an acknowledgement of receipt of a copy of this rule which will be placed in the employee’s personnel file.

(d) The Department’s Personnel Office shall provide copies of the rule for distribution.

(5) The severity of disciplinary action will be dependent on consideration of all relevant facts and circumstances, including the severity of the violation and the employee’s history of disciplinary action for similar violations.

(6) Employees shall be informed that disciplinary action is being taken and the reasons therefore.

(7) Supervisors shall be consistent in applying discipline for like offense in accordance with the Standard Ranges of Disciplinary Action. The ranges are set in recognition of the fact that some of the offenses and deficiencies listed will be more serious and more frequent in certain cases, and the supervisor taking the disciplinary action must evaluate each case in light of all the relevant circumstances.

(8) Supervisors are urged to consult the Department Personnel Officer and General Counsel for assistance in applying these rules.
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