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MEMORANDUM FOR All Supervisors of State Civil Service Employees

SUBJECT:  State Personnel Programs Policy Memorandum # 2005-17

                    State Civil Service Employee Disciplinary Action Procedure 

1.  All State Civil Service formal disciplinary actions are issued only through the office of State Personnel Programs.  This includes actions such as Formal Letters of Reprimand, Reductions in Salary, Suspensions, Demotions, Mandatory Transfers, Dismissal, Rejections During Probationary Period, Medical Actions, and others.  You may make requests for disciplinary actions through the Director of State Personnel.

2.  Supervisors may issue corrective memos.  These memos are considered informal and may be used as evidence in formal actions should they need to be brought. 

3. If you do not have a copy of the handbook “Supervisor’s Guide to Employee Conduct and Discipline” please contact State Personnel to receive a copy, or you can download a copy from the following website: http://www.dpa.ca.gov/general/Supervisors_Handbook.pdf.  

4. If you have any questions or need assistance regarding any aspect of the disciplinary process, please contact Patricia Ivashin in State Personnel Programs at 6-3683.
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