Policy Violation Procedure

First Written Warning
· Department Supervisor meets with the employee to discuss the incident.
· Employee is giving the opportunity to write a statement.
· Supervisor and Employee will sign and date it.
· A copy will be sent to the Town Hall.
If the severity of the situation deems it necessary, the Department Supervisor and the Town Supervisor will discuss disciplinary actions to be taken up to and including termination.

Second Written Warning
· Town Supervisor and Department Supervisor discuss an appropriate disciplinary action including a probationary period.
· Department Supervisor meets with the employee.
· The employee is given the opportunity to write a statement.
· The Department Supervisor and employee will sign and date it.
· A copy will be sent to the Town Hall

Third Written Warning
· Town Supervisor and Department Supervisor discuss suspension or termination.
· If termination is determined the Department Supervisor will meet with the employee and fill out the Separation of Employment form.
· Copies of the Written Warning and Separation of Employment form will be sent to the Town Hall.
