
Sec. 5-240-7a. Prediscipline procedure
(a) Prior to a decision to suspend an employee, demote an employee except at the request

of the employee or dismiss an employee, the appointing authority shall provide the employee
with oral or written notice. The notice shall include what form of action is being considered,
shall contain a concise statement explaining what evidence supports the imposition of the
action that is being considered and shall state a specific time and place for a meeting where
the employee will be given an opportunity to present his side of the story and reasons why
the employee feels that the action being considered should not be taken. The meeting will
be held by the appointing authority or the appointing authority’s designee.

(b) If written notice is given, it may be mailed, return receipt requested, or hand delivered
to the employee at work. If the notice is mailed, the time of the meeting when the employee
will be given an opportunity to present his side of the story shall be no sooner than five
working days following the mailing of the notice. If the notice is hand delivered to the
employee at work or given orally, the time of the meeting when the employee will be given
an opportunity to present his side of the story may be any time following receipt of the
notice, including immediately following the receipt of the notice unless the complexity of
the charges requires additional time. In such case the employee may request and be granted
a reasonable amount of time before being required to respond.

(c) If an employee declines or fails to attend the prediscipline meeting, the appointing
authority may proceed with disciplinary action consistent with the notice provided under
this section.
(Effective May 5, 1988)
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