9-11.009 Procedure for Reduction in Pay or Demotion.

(1) The immediate supervisor of the employee suspected of violating a standard of conduct shall investigate the reported or observed violation.

(2) If it is determined that the violation actually occurred and that the severity of the violation warrants reduction in pay or demotion, or both, the immediate supervisor, after consultation with the Bureau Chief, shall recommend such action to the Division Director with accompanying written justification. If the unit does not include a Bureau Chief or Division Director, the recommendation shall be made to the next level supervisor authorized to take such action. The Personnel Officer shall be consulted regarding the appropriateness of the proposed action.

(3) If the Division Director agrees with the proposed action, and has the concurrence of the Secretary, the employee shall be notified of the reduction in pay, or demotion, or both, by letter from the Secretary. This letter shall be sent by certified mail, return receipt requested, prior to the disciplinary action. This notice shall inform the employee of his right to appeal to the Career Service Commission.
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