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Policy and Procedures 
 

File: GDQD-E-1 
 

Discipline, Suspension and Dismissal of Classified Staff 
(Classified Personnel Disciplinary Action Report) 

   
 

Employee's name ____________________________________________________________________________  
 
Department _________________________________________ Position ________________________________  
 
List job performed ____________________________________________________________________________  
 
How was job performance unsatisfactory?  ________________________________________________________  
 
 ___________________________________________________________________________________________  
 
State policy or work rule _______________________________________________________________________  
 
How was policy or rule violated?  ________________________________________________________________  
 
 ___________________________________________________________________________________________  
 
Date and time of violation ______________________________________________________________________  
 
Action taken_________________________________________________________________________________  
 
 ___________________________________________________________________________________________  
 
 ___________________________________________________________________________________________  
 
What penalty was assessed?  ___________________________________________________________________  
 
Reminder ___________________________________________________________________________________  
 
Statement reviewed - this report has been discussed with my supervisor. 
 

 
 ___________________________________________________  

  Signed (employee)                                Date 
 

 ___________________________________________________  
  Signed (supervisor)                               Date 
  

 ___________________________________________________  
  Signed (witness)                                     Date 
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Employee statement __________________________________________________________________________  
 
 ___________________________________________________________________________________________  
 
 ___________________________________________________________________________________________  
 
 ___________________________________________________________________________________________  
 
 ___________________________________________________________________________________________  
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