BAY COUNTY LIBRARY SYSTEM

Discipline Policy
This policy applies to all employees of the Bay County Library System, including full-time, part-time/substitute, temporary, seasonal, pages and administrative staff.  Under no circumstances will this policy supersede terms of current bargaining unit agreements. The Employer shall endeavor to provide notice of problems with an employee’s performance prior to disciplinary action, except nothing shall prevent the Employer from taking immediate and appropriate disciplinary action should it be required by circumstances. Generally, reprimands and other disciplinary actions, both written and oral, will be exercised in a progressive manner and recorded on the Disciplinary Form, as described below.  Copies will be provided to the employee and the administrative office for inclusion in the employee’s personnel file.

      1.         Oral Reprimand – The supervisor will review the problem with the employee and advise the employee that she/he is receiving an oral reprimand for the incident. The issuance of this reprimand will be recorded by the supervisor showing the reason for the reprimand and the date it was issued.

2. Written Reprimand – A written reprimand will be issued if the employee has previously received oral reprimands for the same or similar problems, if there is a pattern of unrelated problems, or if the supervisor determines that the incident would justify a written reprimand. A written reprimand will state the reason for the reprimand and the date it was issued.

3. Suspension/Probation – Suspensions or probation periods will be given to employees who have previously received oral or written reprimands for the same or similar incidents, when there have been cumulative violations, or if the conduct is serious enough to justify suspension or probation as determined by the Director or his/her designee. Suspensions may be without pay. A suspension or probation will be noted in writing showing the reason(s), the date it was issued, and the length of time, if applicable. An employee may also be suspended pending investigation.

4. Termination – a decision to terminate employment for misconduct at work will only be made by the Director or the Assistant Director. An employee’s termination shall be put in writing, documenting the reason(s) for the termination and the effective date.

Steps in the disciplinary process may be bypassed or repeated as deemed appropriate by the Director or the Assistant Director. Disciplinary action will be cumulative and not by infraction.

All disciplinary conferences, whether oral, written, suspension, or termination, should be attended by the disciplining supervisor and witnessed by at least one of the following: the Managing Librarian, Assistant Director, or Director. In the case of disciplinary action against the Director, the Library Board will apply and administer this policy in a manner that is consistent with Michigan law.
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