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The Missouri Department of Natural Resources will administer equitable and consistent discipline for unsatisfactory conduct in the workplace.  The best disciplinary measure is one that comes from good leadership and fair supervision at all employee levels.

The department’s own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial. The purpose of progressive discipline is to educate the employee about acceptable behavior or performance, correct the problem, prevent reoccurrence and to prepare the employee for satisfactory service in the future. 

REFERENCES

Regulations, Authorization, Procedures (authorizes discipline of employees) 

RSMo 36.070

Suspension of Employees RSMo.36.370

Dismissal of Employees RSMo 36.380

Right of Appeal, Procedures, Regulations RSMo 36.090

Separation, Suspension and Demotion 1 CSR 20-3.070

Related DNR policies

Conduct and Ethics 1.01

Affirmative Action and Employee Relations 1.02

Employee Assistance Program Procedures 1.02-08

Employee Records 1.03

DEFINITIONS

Appointing authority: An officer having power to make appointments for employment or other personnel related issues or transactions.  In the department the appointing authority to direct personnel action to is the Human Resources Director.

Criminal record check: A search into the documentation of a person’s convictions for offenses against local, state and federal law.  For the Department of Natural Resources, the minimum criminal record check is from the Missouri Highway Patrol. 

Maintained discipline file: Any record kept by an employee’s supervisor as documentation during a discipline process.

Official personnel file: The file maintained by the Human Resources Program that is the official record concerning employment events or actions for an employee of the department.  

Reference check: A search into or documentation of a potential employee’s history. A reference check may include, but is not limited to: confirmation of identity, work references, validation of driver’s license, other license validation, assurance of professional certification or degree required for the position, state income tax compliance.

Supervisor:  The employee who directly supervises the work of another employee such as approving time sheets or leave requests, conducting performance appraisals or recommending disciplinary action.

Triad: The department’s team reviewing personnel actions for equity, consistency, legality and appropriateness comprised of the Human Resource Director, Employee Relations Officer and Legal Counsel.  Personnel actions reviewed by the Triad include discipline involving suspension without pay, demotion or dismissal and grievances.

Unclassified employee: An employee of the department whose position is not classified by the state Merit System.

GENERAL PROVISIONS

A responsibility of supervisors is to discuss performance with their staff regularly, including feedback on both good performance and performance that could be improved.  This may also entail coaching staff or providing training on how to improve specific areas of job performance.

When employee performance is consistently or significantly below expressed expectations, progressive discipline may be needed. The purpose of progressive discipline is to educate the employee about acceptable behavior or performance, correct the problem, prevent recurrence and to prepare the employee for satisfactory service in the future.  Dismissal should be a last resort.  This benefits both employee and the department. 

Once the need for progressive discipline has been identified it may call for any of several options – verbal reprimand or a letter of caution, written reprimand, suspension without pay, demotion for cause, and dismissal – depending on the severity of the problem and the number of occurrences.  There may be circumstances when one or more steps are bypassed as approved by the appointing authority after consultation with the Triad.

Supervisors must work with their program chain of command during any disciplinary action(s).  Actions involving a written letter of reprimand, suspension without pay, demotion for cause, or dismissal are done with the approval of the division director.

The department director or designee may approve dismissal of an employee for cause, without completing the progressive discipline process.

The policy does not apply to probationary or unclassified employees.  However, some steps outlined for progressive discipline may be helpful in dealing with discipline situations for probationary or unclassified employees.

These steps will normally be followed in most disciplinary situations: a first offense may call for verbal reprimand or an optional letter of caution; a next offense may be followed by a written reprimand; another offense may lead to a suspension without pay or demotion for cause; and still another offense may then lead to dismissal from the department.

While it is impossible to list every type of behavior that may be deemed a serious offense, the Conduct and Ethics policy includes examples of problems that may result in immediate suspension or termination of employment.  The appointing authority, in consultation with the Triad, must approve these disciplinary actions.    

A supervisor’s documentation of an employee’s performance, actions or discussions held is the supervisor’s maintained discipline file.  The employee should be informed that these records will be made and upon request the employee may review and copy his/her maintained discipline file.  This review should be done in consultation with the supervisor.

If at any time, the supervisor feels the source of the discipline stems from an employee’s personal problem, referral to assistance programs such as the Employee Assistance Program, should be considered in consultation with the Employee Relations Officer.

An employee will have an opportunity to show reasons why suspension without pay, demotion for cause, or dismissal should not be made with the Department Deputy Director for Operations as an administrative review.  All employees have the right to appeal disciplinary actions of suspensions without pay of over 5 days, demotion for cause, or dismissal to the Personnel Advisory Board.

Notification of arrests, conviction or pleas of guilty

Staff must notify the Human Resources program director of any arrests, conviction or pleas of guilty within five (5) days of the event.  These or other circumstances, may result in the need for a reference or criminal record check of the employee to determine what action, if any, is needed.

Supervisors and managers responsibilities

Supervisors and managers are responsible and accountable for implementing the provisions of this policy.  This responsibility includes, but is not limited to:

a. Identifying and appropriately recognizing demonstrated performance whether exceptional or substandard.  Good discipline must be considered corrective rather than punitive.  The performance log available through the Office of Administration’s One Form http://www.oa.mo.gov/gs/form/fm_guide.htm should be used for recording this information.

b. Being impartial and consistent in applying disciplinary measures.  When infractions occur, penalties should reflect the severity of the infraction to the point of obtaining future and voluntary compliance with the rules established.

c. Making all disciplinary decisions on the basis of fact.  Supervisors should be open to any possible extenuating factors or circumstances beyond the employee’s control that may affect his or her performance.

Throughout disciplinary proceedings supervisors are encouraged to seek the advice of their managers, the Human Resources program director or the Employee Relations Officer.
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