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Disciplinary Actions (780 KAR 3:110)

All inquiries/actions shall be directed through Office of Career and Technical Education’s Ombudsman, prior to initiating disciplinary action.  

Except, as otherwise provided in this these regulations, the tenure of an employee in the certified and equivalent personnel system shall be during good behavior and the satisfactory performance of his duties.  The appointing authority may discipline employees for lack of good behavior or the unsatisfactory performance of duties.  Lack of good behavior or the unsatisfactory performance of duties include, but are not limited to the following:

(1) Insubordination, including but not limited to violations of lawful rules and regulations established for the operation of schools and central office in the Department and refusal to recognize or obey the school principal, or any other supervisory personnel with the department in the performance of their duties;  

(2) Immoral character or unbecoming conduct;

(3) Inefficiency, incompetence, or neglect of duty, when a written statement identifying the problems or difficulties has been furnished the individuals involved including but not limited to:

(a) Chronic absenteeism or excessive tardiness; 

(b) Inability to control students or exert appropriate supervision of subordinates;

(c) Inappropriate discipline of students or treatment of subordinates and peers;

(d) Poor teaching or supervisory habits;

(e) Lack of completion of records and required reports.

Dismissals:  When the employee is notified, copies of the notice of intent to dismiss and the notice of dismissal or other penalization shall be forwarded to the Executive Director on the same date notice is delivered to the employee.  Probationary and limited status employees do not have appeal rights except as provide in KRS Chapter 151B, Section 6.

Demotion:  When the employee is notified, copies of the notice of demotion shall be forwarded to the Executive Director on the same date the notice is delivered to the employee.

Suspension:  When the employee is notified, copies of the notice of suspension shall be forwarded to the Executive Director on the same date the notice is delivered to the employee.

Letters to the Employee and Written Documentation

Letters of Caution and Written Reprimands are methods by which a supervisor may motivate an employee to improve his or her performance on the job.  With the Letter of Caution, the supervisor gives an employee written notice that an improvement in a certain performance needs to be forthcoming, and in the case of the Written Reprimand, the supervisor submits documentation according to law, which is then filed in the employee’s personnel file.  

Letter of Caution

The Letter of Caution is not a written reprimand.  The Letter of Caution is a corrective action.  This Letter is not to be placed in the employee’s personnel files, neither the personnel file at the Administrative Business Office nor the personnel file which is the official personnel file kept in the Office of Quality and Human Resources in Frankfort.  

The Letter of Caution:

· Is an evaluation tool. 

· Serves as a written reminder to an employee from a supervisor that the employee’s performance is in some way specifically sub-standard and must then be specifically improved.  

· Details for the employee, the supervisor’s dissatisfaction in a very particular way with a very particular performance. 

· Is to be kept in the employee’s evaluation file and may be used to support the evaluation of an employee by the supervisor.

· There is nothing of a permanent nature about this letter.  It will be kept only until the next evaluation conference unless the necessary corrective action has been taken.  

Written Reprimands – 151B Guidelines  

http://www.lrc.ky.gov/kar/780/003/110.htm 
  
780 KAR 3:110. Disciplinary actions
A written reprimand is an official step in the corrective action process and is issued to an employee in order to point out misconduct, other infraction, or failure to perform duties in a proper or adequate manner, and to emphasize that if the problem is not corrected, further disciplinary action may be taken, up to and including dismissal.

A written reprimand is placed in an employee’s personnel file and becomes a part of the employee’s permanent record.

In issuing a written reprimand, the following information should be included:

(1) The employee’s full name and social security number.

(2) The signature of the supervisor issuing the written reprimand.

(3) Detailed documentation which must include the specifics of the incident in question, a listing of prior warnings or counseling offering a solution to the problem, and any other information or documentation relevant to the issue.  The supervisor must provide the employee with a copy of the documentation.

(4) In addition, the following two (2) paragraphs must be included in all reprimands:

(a) Future instance of failure to adhere to established policies may result in more sever disciplinary action taken against you, up to and including dismissal.

(b) In accordance with KRS 151B.045 (2), a copy of this reprimand is being placed in your personnel file and transmitted to the Office of Quality and Human Resources for inclusion in your official personnel file.  You have the right to prepare a written response to this reprimand.  Such response, if you choose to prepare one, will be attached to the reprimand and likewise placed in your personnel file. 

Prior to giving an employee a written reprimand, a draft MUST be sent to the Office of Quality and Human Resources for review for compliance with regulations and statutory requirements.  If necessary, the Office of Quality and Human Resources will forward the reprimand to the Office of Legal Services for review.  Once the draft is returned to the supervisor as being approved, a final version is prepared and the reprimand is given to the employee.  A copy MUST be sent to the Office of Quality and Human Resources to be placed in the employee’s personnel file.  If a response is provided at a later date, the response must be forwarded to be placed in the employee’s personnel file, and the employee needs to be informed by the supervisor that that has been accomplished.  

Written Reprimands – 18A Guidelines


101 KAR 1:345. Disciplinary actions 
A written reprimand is an official step in the corrective action process and is issued to an employee in order to point out misconduct, or failure to follow prescribed policies, procedures, etc., and to emphasize that if the problem is not corrected, further disciplinary action may be taken, up to and including dismissal.

A written reprimand is placed in an employee’s personnel file and becomes a part of the employee’s permanent record.

In issuing a written reprimand, the following information should be included:

(1) The employee’s full name and social security number.

(2) The signature of the supervisor issuing the written reprimand.

(3) Detailed documentation, which must include the specifics of the incident in question, a listing of prior warnings or counseling offering a solution to the problem, and any other information or documentation relevant to the issue.  The supervisor must provide the employee with a copy of the documentation.

(4) In addition, the following two (2) paragraphs must be included in all reprimands:

(c) Future instance of failure to adhere to established policies may result in more severe disciplinary action taken against you, up to and including dismissal.

(d) In accordance with KRS 18A.020(2)(c), a copy of this reprimand is being placed in your personnel file and transmitted to the Office of Quality and Human Resources for inclusion in your official personnel file.  You have the right to prepare a written response to this reprimand.  Such response, if you choose to prepare one, will be attached to the reprimand and likewise placed in your personnel file. 

Prior to giving an employee a written reprimand, a draft MUST be sent to the Office of Quality and Human Resources for review for compliance with regulations and statutory requirements.  If necessary, the Office of Quality and Human Resources will forward the reprimand to the Office Legal Services for review.  Once the draft is returned to the supervisor as being approved, a final version is prepared and the reprimand is given to the employee.  A copy MUST be sent to the Office of Quality and Human Resources to be placed in the employee’s personnel file.  The Office of Quality and Human Resources will forward a copy of the reprimand to the Personnel Cabinet.   

Conclusion:

Assistance in drafting either these writings shall be obtained through the Office of Career and Technical Education Ombudsman’s office.   
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