
 

 

 
 
 

 

Disciplinary Actions, Suspension and Dismissal 
 
Policy 

 
It is the intent of TWS Facility Services in establishing this policy to provide for its 
employees a fair, clear and useful tool for correcting and improving performance 
problems, as well as to provide a process to assist management in handling cases of 
unacceptable personal conduct. Any disciplinary action taken in accordance with this 
policy must be for just cause under one of the two following bases: 

 
 discipline imposed on the basis of unsatisfactory job performance including gross 

inefficiency; and 

• discipline imposed on the basis of unacceptable personal conduct. 
 

Definitions 
 

Current Unresolved Incident - An act of unacceptable personal conduct, unsatisfactory 
job performance or grossly inefficient job performance for which no disciplinary action 
has previously been taken. 

 

Disciplinary Demotions – A personnel action that: 
 

 lowers the salary of an employee within their current pay grade, or 
 

 places the employee in a position at a lower pay grade with or without lowering 
the employee’s salary, and 

 the action was involuntary, and 

 

 The action taken was to discipline the employee. 
 

 

Disciplinary Suspension without Pay - the removal of an employee from work for 
disciplinary reasons without paying the employee. 

 

Dismissal - the involuntary termination of the employment of an employee for 
disciplinary reasons or failure to follow proper procedures and regulations. 

 

Gross Inefficiency (Grossly Inefficient Job Performance) - Failure to satisfactorily 
perform job requirements as set out in the job description, work plan, or as directed 
by TWS management  and, the act or failure to act causes or results in: 

 

 death or serious bodily injury or creates conditions that increase the chance for 
death or serious bodily injury to an employee(s) or to members of the public or to 
a person(s) for whom the employee has responsibility; or, 

 

 the loss of or damage to TWS property or funds that results in a serious adverse 
impact on TWS. 

 

 

 



 

 

 
 
 

 
Insubordination - the willful failure or refusal to carry out a reasonable order from an 
authorized supervisor. Insubordination is unacceptable personal conduct for which any 
level of discipline, including dismissal, may be imposed without prior warning. 

 

Unacceptable Personal Conduct - an act that is: 
 

 conduct for which no reasonable person should expect to receive prior 
warning; or 

 job-related conduct which constitutes a violation of state or federal law; or 
 

 conviction of a felony or an offense involving moral turpitude that is detrimental to 
or impacts the employee’s service to TWS Facility Services; or 

 the willful violation of known or written work rules; or 
 

 conduct unbecoming a TWS employee that is detrimental to TWS service; or 
 

 the abuse of client(s), co-worker(s) or person(s) over whom the employee 
has charge or to whom the employee has a responsibility; or 

 

 absence from work after all authorized leave credits and benefits have been 
exhausted; or 

 falsification of time sheets or in other employment documentation. 
 

 

Unsatisfactory Job Performance - work-related performance that fails to satisfactorily 
meet job requirements as set out in the relevant job description, work plan, or as 
directed by the management of the work unit, or corporate office. 
 

 
 Just Cause for Disciplinary Action 
 

A. General Provisions 
What is Just Cause? 

There are two reasons (just cause) for the discipline or dismissal of employees. 
These two reasons are: 

 unsatisfactory job performance, including grossly inefficient job performance, 
and 

 unacceptable personal conduct. 
 

Some actions by an employee may fall under both reasons. No disciplinary action 
shall be invalid solely because the disciplinary action is labeled incorrectly. 

 

When can disciplinary action be taken? 
 

When just cause exists, any TWS Facility Services field or corporate employee, 
regardless of occupation, position or profession may be warned, demoted, 
suspended or dismissed by the appointing authority. 

 

What type of disciplinary action can be taken? 
 

The degree and type of action taken shall be based upon the sound and considered  



 

 

 
 
 

 
 
 judgment of TWS. When just cause exists, the disciplinary actions that can be taken are: 
 

 written warning, 
 

 disciplinary suspension without pay, 
 

 demotion, and 

 

 dismissal. 
 

B. Unsatisfactory Job Performance 
 

What is Just Cause for unsatisfactory job performance? 
 

Any work related performance problem may establish just cause to discipline an 
employee for unsatisfactory job performance. Just cause for a warning or other 
disciplinary action for unsatisfactory job performance occurs when an employee fails 
to satisfactorily meet job requirements 

 
The determination of unsatisfactory performance is generally made by the supervisor. The 
supervisor’s determination should be reasonable, proper and factually supported. In 
determining whether an employee’s performance is unsatisfactory job performance, a 
manager should consider any one or a combination of the factors set forth below: 

 

 the quality of work  the performance or work plan and the 

 the quantity of work appraisal 

 work habits  absenteeism 

 promptness  ability to follow instructions, directions, or 

 the timely performance of procedures 

work  the appropriateness of work performed 

 related analysis,  any other factors that, in the opinion of the 

decisions, or judgment supervisor, are appropriate to determine 

 the accuracy of the work whether an employee’s performance 

 constitutes unsatisfactory job performance 
  

 

 
What is required before a disciplinary action for unsatisfactory job performance may 
be taken? 

Before the disciplinary actions for unsatisfactory job performance may be taken, the 
 following must occur: 
 

Warning - before a warning for unsatisfactory job performance the employee must 
 have: 

 a current unresolved incident of unsatisfactory job performance. 
 

 



 

 

 
 
 

 
Disciplinary Suspension Without Pay - before a disciplinary suspension without 
pay for unsatisfactory job performance the employee must have: 

 a current unresolved incident of unsatisfactory job performance and 

 

 at least one prior active warning or other disciplinary action for unsatisfactory 
job performance, or gross inefficiency, or unacceptable personal conduct 

 

 

Demotion - before a demotion for unsatisfactory job performance the employee 
must have: 

 

 a current unresolved incident of unsatisfactory job performance and 

 

• at least one prior active warning or other disciplinary action for unsatisfactory 
job performance, or gross inefficiency, or unacceptable personal conduct 

 

Dismissal - before a dismissal for unsatisfactory job performance the employee 
must have: 

 

• a current unresolved incident of unsatisfactory job performance and grossly 
inefficient job performance and unacceptable personal conduct. 

 
What is just cause for grossly inefficient job performance? 

 
Just cause to warn or take other disciplinary action for grossly inefficient job 
performance exists when job performance is so unsatisfactory that it causes or 
results in death or serious injury to employees, co-workers or to persons for 
whom the employees have responsibility. 
 

Just Cause to warn or take other disciplinary action for grossly inefficient job or results in 
 a serious loss of or damage to TWS property. 

 
Disciplinary Procedures 
 
A. General Provisions 

 

Supervisor’s Role in Discipline 
 

The supervisor has the duty to review and encourage satisfactory job 
performance by employees of their work unit. A supervisor also has the duty to 
address cases of unacceptable personal conduct. 

 

 When a supervisor determines that an employee has violated this policy the 
supervisor should examine a number of factors to decide the appropriate type of 
disciplinary action. Among the factors are: 

  

 

 

 Whether the supervisor should recommend disciplinary action based on the facts 

 

 The type and degree of disciplinary action to be taken 



 

 

 
 
 

 

 

 The employee’s work history 

 

 The disciplinary actions received by other employees within TWS for 
comparable performance or behaviors 

 

• Other relevant factors 

Supervisor’s Role in Warnings 
 

In cases of unsatisfactory job performance, a written warning is the first type of 
disciplinary action that an employee may receive. After the first unsatisfactory job 
performance warning, a supervisor may give additional written warnings or a higher 
level of disciplinary action. 
 
The supervisor may give a written warning for grossly inefficient job performance or 
unacceptable personal conduct. However, this Policy does not require a written 
warning before management takes other disciplinary action in these types of cases. 

 

C. Disciplinary Suspension without Pay 
 

When can an employee be placed upon disciplinary suspension without pay? 
 

An employee may be suspended without pay for disciplinary reasons for a current 
incident of unsatisfactory job performance after the receipt of at least one prior 
disciplinary action or without prior warning or disciplinary action for any form of 
unacceptable personal conduct or grossly inefficient job performance. 

 
Length of Time for Disciplinary Suspension 

 
A disciplinary suspension without pay for an employee must be for at least one full 
work day, but may not be for more than two work weeks. The length of a disciplinary 
suspension without pay for an employee will be up to discretion of the supervisor.  

 

 

Procedure for a Disciplinary Suspension Without Pay 
 

Before an employee is placed on disciplinary suspension without pay, a supervisor 
must: 

 Must notify the employee that the HR department will be contacting them to 
further discuss suspension or disciplinary action. 

 

 Give the employee a statement in writing telling the acts or failure to act 
that is the reason for the suspension. 

 

 

 

 

 


