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ADMINISTRATIVE ORDER: 4:08
h TARLE OF OFFENSES AND PENALTIES !

kE L 2ned Erdd Sy Kby
TYPES OF OFFENSES INFRACTION INFRACTION HURACTION NFRACTION HERALTION
[N i Min. - 8w, | My, - Max. § ke~ BMex. | ML~ Maz,
7. Bapetiive o neglecthd lateness of less o OW L OwW W L WW o OR ] 7

than fiftesn {15} minules with 2
masonabie excwse.

I Gt # 4
8. PERFORMANCE

1. Naglect of duty, loafing, xfleness or willhd e N a OxE MY 24 ¥
failrs to devote atlention o tasks which
wordd pod result i causing a danger o
PErsOns of proparty.

Ky & o Coungeiting OR = Officiaf Repomarnxi
A = Gt Warning d = Numnber of Working Days Suspension
WW = Wiritten Waming 0 = Demation
B = Removal

Pags 2

ADMINISTRATIVE ORDER: 4:08

Supplement 1
{5 TABLE OF OFFENSES AND PENALTIES
$mt rved Bk &k Sty
YYPES OF OFFERSES ERACTION FRACTION BIFRACTION INFRACTION MNFRACTION
B, o~ Mex, Birs, - BMax. B, o~ oo s, - Blamw, @ Bin, -~ B
2. Negled of duty, loafing, idleness or willhd 1 5d 7 ]
Failurs 1o dovole attention 1o tasks which
could resull in danger 10 persons of
property.
3, Sleeping whils on daty. 2| 5d R R
4, Failure or excessive delay in carrying out > OR | OR 10d | 10d R 3
an order which would ol result in danger
10 persons or proparty.
5. Failure or excessive delay in carmying out 5d R 53
an order which could resull in danger to
persons or groperty.
6. Serious mistake due lo carelessness G ORr | OR R 23
but not resulting in danger 1o persons of
property.
7. Serious mistake due to carelessness oR &4 2]
which would result in danger and/or injury
10 persons of property.
KEY: C = Counseliing OR = Official Reprimand
OW = Oral Waming ¢ = Number of Working Days Suspension
WW = Wiitien Waming 0 = Demolion
R = Remgval

Pags 3



I ADMINISTRATIVE ORDER: 408

3} Supplement
L ot

ERATTRIN FEE TRV
¢ o Bgw, e, -

Fagy 4

TARLE OF OFFEN

S AND PERNALTIES

tE 11 SBwad Sy
TYPES OF OFFENDSES P FEAL Y N BEFR ALY R BEIF R ALY MK
Bhiey, o~ Blmx, fbrs, o Ma. By, o~ Blax Bk, - BRmw B, -~ Max,

# 21

5. inappropriate physical conlact or jols
mistreatment of a patient, client, resident
or grployee.

6. Unlawlully betling or gambling of OR 100 | 10d R 2]
promotion thereof on Stale property.

7. Fighting ot creating a disturbancs on State OR 21 #
property.

8 Faisaﬁmtsm mtma! mmmiwnm o c [ fad

mammcord repott, mestsgatmswoma{
gm@;ﬁng

§. Insubordination: intentional disobedience < R 54 R R
or refusal 1o accept reasonable order,
assaulling or resisting authorily,
disrespect or use of insulting or abusive
language 1o supervisor,

10, Divulging confidential information without [+ 2] R
propser authority.

KEY: C Counseliing

OR Official Reprimang
Oral Warming d

o

R

Number of Working Days Huspension
Demotion
= Ramoval Fage 5

Q
=
t oW

# B %

WW = Written Waming



&

TABLE OF OFFENSES AND PENALTIES

Yot ez 4 Fady
IHFRACTION 4 A C T HOH BERALTTION WAL Y O
DBl - BEax. Bae., B, B, Bies. Bl
3 7 &
bRed % £
17, disappropdation of funds. #
18, Unawthorized possession of contrabarsd Scti G £ #
on State property.
Pags §
/ ADBAMMNISTRATIVE CGRDER 408
pd Supplement t
TABLE OF OFFENSES AND PENALTIES
el 2t Bed L2:1) Btk
TYECES OF OFFENSES INFRACTION ERACTION BEFACTHOR INFRALTION INERACTION
. $hirr,  ~  Wmx. | WMIn, o~ Mex. | BMin, ~ Mex. | M, ~  Mex. | Bin. - Maex
19. Comaction of cricninal offense 5]
20. Discourtasy o public, visitors, patieats, fo 2] L g $0f £
residords or clierds
21, Vending, soliciting, or collecting a OR sd 1 5d 2 2]
contnbution on Stafs propory withowt ‘
authordzation,
22. Refigious proselytizing of patierds, chants QFt &d | B 24 4
o resicents.
23. Distribution of weitten or prnied matter on W 5d ] sd 10d i
pramises without authorization.
24. Posting or removal of any matter on WwW S | 5d 100 ]
bulletin boards or State propery without
authorization.
28. Threatening, inlimidating, coercing of [a12} By o3 £ 2]
wrtarforing with lellow srmployees on State
property.
KEY: © = Counseling OR o« Official Reprimand
OW = Oral Waroing ¢ = Nueber of Working Days Suspension
WY = Wriitten Warmdng £ = Jemolicn
R = Removsl

Pags 7
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e ADMINISTRATIVE ORDER: 4:08
s Supplement 1
”:w,v% AABLE OF OFFENSES AND PENALTIES
«wé,/ 1mt 2nd 3ed 4th Stk
TYPES OF OFFENSES INFRACTION WFRACTION HERACTION FRACTION NFRACTION
Mirs. ~ Max, | M, - Mex. | Min. -~ Mex. | M -~ Max. | Wi, -~ Max
5. Fajture to report loss of tools, aquipment $t 10 1 10d a R
or articies.
6. Loss or careless control of keys. Of 54 | B 104 | 10d . f
B 7. Violation of aderinistrative procedunes and/ o e | osd 5| 10d ) 5
of regulations involving safety and
soCurity.
8. Unlawful possession of firearms o other f
weapons on state property,
§. Faiture 1o report njury, abuse or accident 1d sd | 5d od | tod 2] R
involving patient, resident or clieat.
10. Violation of traffic laws while operating a C td.| id 5d¢ | 104 7 a8
State vehicle.
11, Use of State vehicle for unauthorized or < 3d | 3d 10d |10 3} <]
unofficial purposes.
12. Failure to observe parking regulations on C WW o wWw OR | OR 54 | Sd 20d
State premises.
KEY: € = Counsalling QR = Officlal Repdmand
OW = Oral Waming a = Mumber of Working Days Suspension .
WW = Written Wamiog D = Damotion

i = Removal Paga B



- 4:08
ADMINISTRATIVE ORDER: :

. e ,,mms
147, En financial ransad ’
v gﬁiﬁi@a@w patonms, residents |

ngg Faiturg 10 Topoft corwnunicalie

%

wio, 19 dministrative |

s

i
i

‘ 2. !nieﬁ.’efsa!atmsemmwc
posibon.

Official Repimand Days Suspension

; OR = 1 of Worng
Kev: e = m":fnﬁq $ N on Page 10
WW = Writien Warmiod A = Removal
) ADMINISTRATIVE ORDER: 4.0
1 Supplement 2
TABLE OF OFFENSES AND PENALTIES . N
1at 2nd Brad - Ak ey f
TYPES OF OFFENSES NFRACTION INFRACTION INERACTION INFRACTION INFRACTION
Wi, -~ Max. | Min. - Max. | Min. -~ Max. ] Min. ~ Max, B, ~ M,
;:‘ F. | SEXUAL HARASSMENT
1. Submission to unwelcomed sexuat Bt 30d | 30d a 7
advances, requests for sexualfavors, and/
orother verbal or physical conduct, based

on the gendsar of the employes, has sither
explicitly o¢ implicitty been made alerm or
condilion of the largeted employee's
employment.

2. Submission fo orrejection of unwelcomed 304 ] 7
sexual advances, requests for sexual
favors, andfor other verbal or physleal
conduct, based on the gender of the
employee, has been used as the basts for
employment decisions affecting the

targeted employee.

3. Unwelcomed sexual advances, requests
for sexual favors and/or other verbal or
physical conduct, based on the gender of
the employee, had been used for the
purpose of or has had the aftect of
unreasonablyinterfedng with the targeted
employee's work performance or created
a0 unreasonably intimidating, hostile or
offensive working eaviconment, which

ncludes:
a. Genaralized genderbased remarks and < WW VW OR Lo 7 i
behavior;
KEY: € = Counssfling OR = Official Reprimarg
OW = Oral Wacning 4 = Mumber of Working Days Suspension Page 11
WW = Wetters Waming o]

= Deomotion

1 femoval



8.

= Offwiat Reprimand
O bt of Working

Days Buspenson

o = Counseling

: 4
O w Ovad Wamning = Damotion
ww = Weiten Waming - § % JEECC

Civit Service Rute 4:1-16,14, Resignation resulling from unauthordzed abiserce, states:

{al  Any emplovee who is shsent from ity for five (5 consaecutive business days without natice and approval of his superior of the reason
for such absence, and the time he expedcts o relurm, or who (ails (o repon for duty within five {5) business days after the expiration
of any authorized leave shall be held 0 have resigned notin good standging,

(&} The emplowe shalt be propedy notified by personal service or certified mail, return receipt requested, of his woluntary resignation
and the precise reasons therefore, snd entitlerent 1o a depadmental hearing If he 50 desites in accordance with N AL, 4:1.5.15,
The appointing authority shall report the resignation to the Department of Personne!.

Such Involurary resignation 18 not considered disciptinary action and Is included here only as 8 matier of nolice and convenience.
A3, p.1}

The degree of discipline, within the minimum and maximum peaatlies indicated for the Brst offense, is to be detemmined try the potentiat
hazard or actual harm fo the emgioyee, other employoes, patients, clients, of residents and/of the patentisl or actual damage 1o the
property of the State, other employees, patients, clients or residents, The second infraction of steeping on duty, requires the penaity of
removal. (B.3., 0.3

Physical or mental abuse could be defined as 3 malicious act directed toward a patient, resident, clierd, or employee with the intent to
cause pain, injury, suffering of anguish. L3, p4}

i the crdeinal offense is nat directly related to of did not occur dwring the course of the fndividual’s employment, thea the offense must
be of such & nature that the public nterest would not be served by the continged employmeat of the individual, {018, 0.7

Civil Service Rule 4:1-17 .18, Verification of sick feave states:

) incase of leave of abasnce due 10 €xpasure 1o contagious disease, a centification from the Department of Health shall he required.
{018, p.10y

HOTE: Where there is a progression of the seventy of the penalty for an offense, the sevenly increases fom the first steg (o the finaf steg

af rermnoval.



8. implemartation of Comective Steps

DISCIPLINARY DIRECTIVE: 3

As provided for by ADMINISTRATIVE Order 4:08 a SLDGNVISoS
ey, where consistant with the TABLE OF OFFENSES AND
PENALTIES, take & 0otrective step as defined sbove tsther than
Implementing or rescommending disciplinary action, Al
corrective steps are 16 be taken on & sy basis,

!, RECORD OF INCIDENT AND CORRECTIVE STEP

AT an incigent oocours for which an amployse could be
discipiined and the appropriate supaivisor degides, with
proper ard just reason that discipiinary action wiit not be
implemantsd of recorrmended, and 1l & corrective Step as
described in-Section | will not be initiated, then thare shall
be no record of the incident unless sudh Is requireds for an
axplanation on tme shests or other officlal records.

Athough & supaivisor rmay decide not 1o take discipiinary
action of corrective steps, the supenvisor may be raquired 1o
justity and dempnstrate why such action was not taken,

rivate where Oniy The B. Whenever the appropriata supervisor takes the cormactive staps
 popte 33.3“%%“ Mﬁ : are present. The of counsslling, oral warning or written warning, the toliowing
. ¢ ryisOr & Lorpls , o esirg o
vaSMMM»w%MmMa idertty the incident wiich mmWMMw M,M iy
| %ﬁ.ﬂﬁa st vﬁwg w&w@ﬁmzmw.::é _aa.u, 1. The Record of Counseliing or Oral Warning form. a Sopy of
Q&ﬁﬁ??gwaamﬁﬁgaamwﬁan@ nas detatrrined which Is a ol wcga il aning o ooy o
The supsivisot I coNdUCINg step of counseliing wiil be Sﬁmxgﬁﬁw . il 8 e a5 i ot o rcorng
paforehand %&Mw & ow%ﬂﬂwma %mm ar recommansing A ang seraaES  hate formé il pot be
athe! thanh o R
Mw%wgmw% action. The errpioyes is 10 b8 MWMW MM e ; 2. As Incosted on ha form. & copy il b cfered 1o e
e om o P BTE | srrployes arct & copy will be retained by the supervisor, The
rens e o appropriste notation shouid be mads on ths botiom of tha
: form a3 indicated.
I warning ~ a moeetingin private whers only 118 u%wwmw
. . tvisor
,,f mM“ peppia P ot uﬁwmﬁﬁﬁo to 3. Coples of he record of counseling, oral waming and writtan
o e i waawwmgwaﬁa penar warnings will not bs forwarded 1o the personnel office for
disciplinary sction and the rrinirenm The supemvisor Irclusion In the employes’s offisial institution or ageroy
neaming e nm Sn%mﬁwﬂ,%& ,vagayma that personnel folder uniess itis Usad indetarmin g the degres
tirg nas
in ponducting his mee

than of discipling for & subsequent offense of the same nature.
sorrective step of oral warming vall ma usetd aMMWMw hen
%5” remrnting, of secommanding discipinary ° Q, me
Mxﬁwowg 15 10 pe ahised of the Smomwwo%a%u%
MMMWW%,WQ %a@@a&aﬁ?ﬁﬁ%@%«s e
R _‘mgﬁn&» angd in warned that e mﬁgmion
rapaated he/he is subject 10 disciplinary 8CTI0N,

torth e
5 witten Warning - & writien documarnt which sels

] it
Ireiciert whichs sublects e ermployes 10 cisciplinary actic

Ayl wall § e B GQ,M@% Hat f @ﬁ%w gnoftense 33 Q%ﬁ&f@&

ma /e ¢ UDIRCTIG s [RinaTy SCTION.



DEPARTMENT OF HUMAN SERVICES
{institution or Agency)

¥

RECORD OF COUNSELLING OR ORAL WARNING

This forrm 15 Deirg used W00
i M;J record the oral counseliing conducted on

—

with

of

2 mu record e oral warning given on

o

Tha statement contained In this section of the form must indicate the date and the
specitics of the Incident which caused the counsalling or wamning 1o be initlated. Any
additional statements must be appropriats and 1o the point.

(Slgrmiire}

{Supervisor's narme and Ule)

(Dasa)

NOTE:  Employes was offered a copy of this complsted receord and (a) D
accepled it ot (b) D aid not want a copy.



