Discipline Process

TIMELINE

To be completed by the end of
the work week in which received
(5 days)

Within 7 days
(38 days - template does not apply)

By the following Monday
(15 days running)

Within 48 Hours
(17 days running)

Within 96 Hours
(21 days running)

Within 7 days
(28 days running)
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Within 48 hours
(23 days running for template
30 days running for others)

Place on Administrative Absence or
Alternate Duty if concerned about risk to
Clients or Staff

Discipline Process
Connects with -
Excellence Algorithm

Employee Related Negati

Email Review of
Inquiry,
Investigation, or

Immediate Determination

Final Review and Consensus in
Discipline Committee

Complete and Sign
Discipline Checklist &
XXX Form

COO Reviews, Revises & Signs
Discipline Checklist &
the Discipline Form

HR Generates Discipline
Letter

Legal Reviews
& Revises Letter

Appointing Authority
Reviews, Revises & Signs
Letter

RESPONSIBLE
PARTIE

Involves Department Director,

Program Director, Front Line Supervisor
(e.g., Team Leader, Program Nurse Manager)
& Chief Operating Officer, conferring with
Human Resource Officer & Clinical Director

Involves CNE, Program Nurse Managers,
Clinical Director, General Counsel, Human
Relations Officer, Personnel Analyst,

HR Administrative Assistant, COO, and
Others upon request

Front Line Supervisor, Department Head,
or Program Director

Chief Operating Officer

HR Administrative Assistant

and HR Manager (Use template
for Tardiness, Sleeping on Duty
- actions that are not appealable
to AHC)

Office of General Counsel

Chief Operating Officer

TIMELINE

Within 24 hours
(51 days running)

Within 3 days
(50 days running)

Within 2 days
(47 days running)

Within 2 days
(45 days running)

Within 5 days, including
addition inquiry if needed
(43 days running)

Within 7 days
(38 days running- template
does not apply)

Within 24 hours
(24 days running for template

31 days running for others)

Final Letter Issued to Employee
(incorporating DQR decision, if applicable)

Letter Revised (if needed)

Complete Disqualification Registry Form
Fax to Director of Inpatient Facilities
for finding of Abuse, Neglect, or Misuse of,
Client Funds)

Review and Consensus in

Discipline Committee (if needed)

Decision Ammended or Rescinded
by Appointing Authority

Due Process Meeting with COO

Letter Presented to Employee
(or sent by Registered Letter if on
Administrative Absence)

RESPONSIBLE
PARTIE

HR Administrative Assistant and
Human Relations Officer

HR Administrative Assistant
and HR Manager with Consultation
from General Counsel

Chief Operating Officer, with
Review & Approval from
Director of Inpatient Psychiatric Facilities

Involves CNE, Program Nurse Managers,
Clinical Director, General Counsel, Human
Relations Officer, Personnel Analyst,

HR Administrative Assistant, COO, and
Others upon request

Chief Operating Officer in
consultation with Department
or Program Director and Line
Supervisory Staff

Human Relations Officer and
Chief Operating Officer

Human Relations Officer and
Program or Department
Supervisor/Director




