SEVERE DISCIPLINARY ACTION

LETTER 

Jon E. Kache

213 Palisades Park

Bingo, N. C.

January 15, 2008
Dear Mr. Kache:


(1)  This letter communicates my decision concerning the recommendation for disciplinary action due to your unsatisfactory job performance.


(2)  As background, I would like to review your history of job performance with Dingo County Department of Social Services:

1. On December 17, 2006, you were given a Written Warning for job performance based on your failure to report to work on a regular basis. 

2. On June 26, 2007, you were given a second Written Warning based on your failure to abide by DCDSS information technology policies. 


Since the second Written Warning, in which you were informed that further performance problems could lead to your dismissal, you have continued to have additional instances of unsatisfactory performance. (3)  These are:

1. On Dec. 1, 3 and 5th you downloaded screensaver programs and other programs in violation of the DCDSS IT policy; and
2. You once again began a pattern of unapproved absences from work on Dec. 21, 22, 23, 28, 29 and 30. 

(4)  A pre-disciplinary conference was conducted on January 14, 2008. You and I were the only persons present at the conference. You admitted downloading the screensaver and the photo slide show software, but maintained that you were not aware that it violated our IT policy.  When I showed you the copy of the IT policy signed by you, and pointed out the specific provision prohibiting downloading of such programs, you stated that it was not that clear to you that you couldn’t do this.
You maintained that you had informed your supervisor orally that you would be out for this period of time in December.  You were unable to produce the written request for time off with your supervisor’s signature of approval, as is required by DCDSS policy.
(5)  Based on my review of all information available, including prior disciplinary actions, your current unsatisfactory performance, and your input during the pre-disciplinary conference, I am dismissing you from your position as Social Worker III effective today, January 15, 2008.  My decision is based on your violation of the DCDSS IT policy and your failure to secure advance approval for your absences on Dec. 21, 22, 23, 28, 29 and 30.   
(6)  You have the right to appeal this action. A copy of the DCDSS Grievance Procedure is enclosed. If you have questions about your appeal rights, you may contact the Human Resources Office at 555-0666.
Sincerely,
(Director’s signature)

(1)  What this letter is about.

(2)  Necessary background information to provide context.  Optional.

(3)  Specific reasons for the action.

(4)  What happened at the PDC.

(5)  Decisions and specific reasons for decision.

(6)  Notification of appeal rights.

