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	Name of Employee (Last, First, MI)
Click or tap here to enter text.
	Date
Click or tap to enter a date.

	Office Name
Click or tap here to enter text.

	Personnel Number
Click or tap here to enter text.
	Business Area
Click or tap here to enter text.
	Personnel Area
Click or tap here to enter text.

	Name of Supervisor/Manager
Click or tap here to enter text.
	Phone number
Click or tap here to enter text.

	Title of Violated Policy/Employee Handbook Section
DFA Employee Handbook Section 4.14 Leave Abuse/Unauthorized Absences/Tardiness and Section 1.1, No. 1                    

	Action Taken
       ☐ Verbal Warning                   ☐Written Warning              ☐ Suspension              ☐Termination
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	Reason for Disciplinary Action
Section 4.14 of the Department of Finance and Administration (“DFA”) Handbook states the following:  Leave Abuse/Unauthorized Absences/Tardiness:  "Documented leave abuse or unauthorized absence from work, including tardiness of one minute or more past the start of the workday, may be cause for disciplinary action. ... In addition, disciplinary action may be taken if a supervisor or Administrator recognizes a pattern of leave abuse or unauthorized absences from work.”  Furthermore, the Department of Transformation and Shared Services – Office of Personnel Management Policy Number 55 states:  “An employee on unapproved LWOP may be subject to disciplinary action, up to and including termination.”  DFA policy in Section 4.12 of the DFA Employee Handbook sets out the parameters of permissible LWOP when extenuating circumstances exist.  At this time, no extenuating circumstance has been documented, nor has your leave been approved.  
The DFA Handbook at Section 1.1 Professionalism states: “Employees are expected to carry out their responsibilities and perform their jobs in a professional manner. ... Section 1.1. also states: “Employees are prohibited from engaging in conduct listed below and may receive discipline up to and including termination for such behavior. … 1. Improper behavior related to attendance, including excessive absenteeism, tardiness, leaving work early, extending break periods, or failure to report to work when scheduled.”

	Details of Misconduct
Click or tap here to enter text.

	Date(s) of Incident(s)
Click or tap here to enter text.

	Consequence(s) for the next Incident
 Additional disciplinary actions may be applied up to and including termination. Termination has no further disciplinary consequences.



My signature below acknowledges receipt of this Disciplinary Action and does not indicate that I agree with this action.
	Employee's Signature
 
	Date


	Supervisor's Signature
 
	Date
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