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Department of Finance and Administration Human Resources
Notice of Disciplinary Action Form
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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 3.4 and Section 1.1, No. 6 Workplace Violence Prevention                

	Action Taken
       ☐ Verbal Warning                   ☐Written Warning              ☐ Suspension              ☐Termination
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	Reason for Disciplinary Action
Section 3.4 of the Department of Finance and Administration (“DFA”) Handbook states the following:  Workplace Violence Prevention:  "DFA employees shall not engage in any physical confrontation with a violent or potentially violent individual or behave in a threatening or violent manner. Threats, threatening language, or any other acts of aggression or violence made toward or by any DFA employee will not be tolerated. …  Any individual engaging in violence against DFA, its employees, or its property will be prosecuted to the full extent of the law. All acts will be investigated, and the appropriate action will be taken. Any such act or threatening behavior may result in disciplinary action up to and including termination. …”
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. … 6. Fighting, engaging in horseplay, or acting in any manner which endangers the safety of oneself or others. This includes acts of violence as well as threats of violence, threatening or intimidating other persons, fighting, or instigating a fight, or horseplay or Interfering in any way with the work of others or verbally abusing, physically attacking, or harassing any person.”

	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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