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Objectives

To provide a mechanism that will formally identify and resolve work related
behavioral problems in a consistent, fair, and equitable manner while at the
same time respecting the rights of the employee.

General

ALA employees are required to follow Association policies and procedures
and to meet acceptable standards of conduct normally expected in an office
environment.

Any employee who exhibits unacceptable behavioral problems or violates
Association policy will be subject to discipline, which may range from verbal
warnings to termination of employment.

Following is the normal sequence of steps that managers should follow
while recognizing concern for the rights and interests of each employee and
the ALA:

STEP 1 - Verbal Warning by immediate Supervisor to employee and
Human Resources

STEP 2 - Written Warning to employee and HR (Corrective Action Form)

STEP 3 - Probation and/or Suspension

STEP 4 - Termination

Depending on the seriousness of the infraction, and at the discretion of the
Supervisor/Unit Manager/Department Head, steps 1, 2 or 3 may be
repeated or skipped. Each case is considered on an individual basis by the
Supervisor/Unit Manager/Department Head. In the case of Probation,
Suspension, or Termination, advice from Human Resources should be
secured before any action is taken.
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Verbal Warning

The first step in resolving work related behavioral problems is usually for the
supervisor to inform the employee of the infraction and request the
employee to respond to the allegation or complaint. It provides the
employee and the supervisor with an opportunity to verbally discuss
problems and to determine when and how these problems can be
corrected.

Written Warning

In documenting the infraction, the following outline should normally be
followed:

A)  the specific nature of the violation or undesirable behavior, and the
date of occurrence;

B)  previous discussion or discussions of this issue;
C) previous disciplinary actions taken, if any;
D) method or methods of discipline, if any;

E) course of action to be taken in the future if the behavior is repeated,;
and,

F) description of what constitutes improved behavior or conformance
to policy and appropriate deadline.

The employee must review the memorandum and acknowledge, in writing,
that he/she has read it.

This memorandum is to be placed in the employee's personnel file in
Human Resources immediately after review and discussion with employee.

The employee is to receive a copy of the memorandum. Records
documenting progressive disciplinary action steps will become a part of the
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employee's personnel file.

At least one written warning should precede probation, suspension, or
termination unless the action is a serious breach of conduct. Such
unacceptable conduct or behavior may include but is not limited to those
listed under TERMINATION.

Probation/Suspension

After verbal and written warnings, or at the discretion of the manager
(depending on the severity of the unacceptable conduct), a probationary
period of 30 to 90 days or a suspension may be imposed upon the
employee by the Supervisor/Unit Manager/Department Head.

Human Resources must be involved in the suspension process and the
notice of suspension should take place in the Human Resources office
whenever possible.

In some instances the Management may determine that an employee's
actions are serious enough to require immediate action to protect the rights
and interests of other employees or the Association resources. An
employee may be suspended without pay pending the investigation of the
causes of the offense and the accuracy of the allegations. If at the end of
the investigation it is determined that the suspension is unfounded, then the
employee may be reinstated with full back pay and all references to the
allegations will be removed from the employee's personnel file. If, on the
other hand, the allegations are found to have merit, the suspension will
stand and all related records will become a part of the employee's personnel
file.

Infractions that may result in suspension without pay include, but are not
limited to:

1. Divulging personal employee information, financial payroll or
computerized systems information.
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