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Progressive discipline is a process for dealing with an employee’s job-related behavior that does not meet expected and communicated performance standards. The primary purpose for progressive discipline is to assist the employee to understand that a performance problem or need for improvement exists.

The progressive discipline process is a series of steps to provide feedback to the employee so he or she can correct the problem. Managers and supervisors, in consultation with administrative officers and the Boards’ Personnel Branch, play an active role in ensuring that employees are provided guidance and feedback to improve job performance. 

This workshop will provide information regarding the employee discipline process (informal and formal processes), the Boards’ policies and internal processes to address performance issues. Managers and supervisors will review the administrative processes involved with adverse actions, rejections during probation, AWOL separations, drafting and serving actions, employee rights, and the appeal process. Training Objectives include: 

· Provide an overview of the progressive disciplinary process

· Understand the 3 phases of progressive discipline (preventative, corrective, and adverse actions)

· Understand and apply the principles of effective documentation

· Identify the "causes" for discipline

· Understand roles and responsibilities in the disciplinary process

· Understand other personnel actions including AWOL, rejection on probation, medicals

· Understand employee rights during the disciplinary process/personnel actions
Target Audience:
· Managers and Supervisors
Workshop Panel Presenters: 

Ted Cobb, Water Board Office of Chief Counsel

Sheryl Brooks, Chief, Personnel Branch

Terri Shaffer, Labor Relations Officer 

Date/Time:  


October 17, 8:30 to 12:30
Or 
November 28, 8:30 to 12:30
Location:

Cal/EPA Headquarters Building
1001 “I” Street, Sacramento

Room 550
Registration Fees: None
To Register:  
Register on-line at http://waternet/training/. As for all training, please complete a training request for your office records.
Questions concerning this course may be addressed to Terri Shaffer, Labor Relations Office, TShaffer@waterboards.ca.gov.
If you have special accommodation or language needs, please contact OEA, (916) 341-5880 or email Karen White at kwhite@waterboards.ca.gov at least 5 working days prior to the class.  TTY/DD/Speech to Speech users may dial 7-1-1 for the California Relay Service.
* These sessions are intended for managers and supervisors in the Cal/EPA headquarters building. The Labor Relations Office will be conducting this same workshop on-site at the Regional offices. EOs/AEOs should contact Terri Shaffer if your Region has not already selected a training date. 
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