

















The nature of the offense and any suggested corrective action shall be
documented on the Performance Correction Notice (Appendix B) and
placed in the personnel file.

6) It shall be the responsibility of the appropriate management authority to
make sure that all information is accurate.

7) It shall be the prerogative of the employee to divulge any information to
the Union.

8) When appropriate, the appropriate administrator or the Board may choose to
repeat a previous level of discipline for an offense.

B. EMPLOYEE RIGHTS IN DISCIPLINARY ACTION

1)

2)

3)

4)

Whenever possible, critical counseling shall be conducted in a manner and in a location
that will maintain professional courtesy and avoid undue embarrassment to the
members of the bargaining unit. All formal disciplinary meetings shall be conducted in
privacy.

Any employee who is ordered to appear before their administrator for
discipline shall have the right to be represented by a Union Representative. An
employee will not be disciplined or discharged, nor will entries be made
against his/her record, without just cause. In each case where disciplinary
action is taken, the employee will be given a complete written statement of
the precise charges against him/her and the disciplinary action to be taken.
Such written statement will be furnished to the employee in person, or by
certified mail, return receipt requested, prior to the commencement of

such discipline.

All personnel records kept by the Board on an employee shall be available for the
employee's inspection. All records on an employee which are kept at various work sites
shall be made available for inspection, upon reasonable notice to the custodian of the
records. The employee shall receive a copy of any change made in any personnel file
within five (5) days of said change.

Union members shall have the right to Union representation in any meeting in which
disciplinary actions are anticipated or may take place. If any meeting develops to a point
that discipline is indicated, the employee shall be so notified and may then seek
appropriate representation. If a meeting involves discipline or the employee believes
there is a potential thereof, the employee shall have the right to request a Union
representative at any time during said meeting.
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