DISCIPLINE INVESTIGATION GUIDELINES

When information comes to the attention of the supervisor regarding possible employee misconduct, the situation must be evaluated to determine if, in fact, the misconduct did occur and what corrective action is warranted.  The following process should be followed in any disciplinary case as if the case will end up in arbitration:

1. If an allegation is made regarding misconduct or that work performance is below standards, the employee should be called in for an initial conference.  The purpose of the initial conference is to make the employee aware of the concern and to get the employee’s perspective of the situation.  You should be sure to offer union representation at this meeting (not required unless the meeting could lead to discipline).  If the employee refuses representation, it would be helpful to have them sign a waiver unless there has been a witness to the refusal.  The Personnel Office (Superintendent) should be contacted and informed at the outset of the process.

2. Notes of the initial conference should be taken and kept on file.  These should include whether mitigating or aggravating circumstances may exist and need to be investigated.

3. Further investigation should take place following the conference.  Potential witnesses should be interviewed and detailed notes should be kept on file.
· Use open-ended questions followed up by direct probing questions

· Focus on facts – avoid opinions

· Determine the proximity of the witness to the situation

· The interview should answer the following – who, what, when & where

· After each interview you should summarize the conference being sure to include all factual testimony.  This statement should be signed and dated by the interviewee and as soon as possible after the interview.
4. The supervisor must evaluate all of the evidence that exist.

· Is witness testimony consistent

· Are there proven mitigating circumstances

· Is the allegation supported by fact

· Determine if the facts warrant discipline

5. Once the facts are gathered and evaluated, the Personnel Office must be contacted to assist in any decision related to the investigation.

· Share the report and evaluation of facts

· Determine the level of discipline, if any, that will be applied

6. Schedule a follow-up meeting with the accused employee.

· Offer union representation

· Give summary of the investigation that was done

· Present record of formal discipline

· Secure all required signatures

· Provide copies of formal discipline to the Personnel Office for file, as well as copies to the employee and the union

