Completion Guide for City of Laredo Disciplinary Action
Form/Termination Letter

To ensure that the information on the Disciplinary Action Form/Termination Letter
accurately reflects an employee’s information and action taken by the department,
we are requesting that all departments follow the guide below in comﬁ eting this
form. Each department is required to submit the “original” form to the Human
Resources Department immediately after it is issued to the employee.

Instructions for Completing Form
All the employee’s personnel data/information used on the Disciplinary Action
Form/Termination Letter can be obtained from the AS400.

#1 — Date the Disciplinary Action Form was issued to the employee.
#2 — Employee’s full legal name as it appears on the AS400 and all official City of
Laredo documents.
#3 — Employee’s ID # (obtained from the AS400 System).
#4 — Date employee first started with the City of Laredo (please note, if this is an
employee that retired and/or resigned and was rehired, the date should be the
most recent hire date).
#5 — Department’s Name and the Division the employee works under.
#6 — Employee’s official job title. (obtained from the AS400 System).
#7 — Check the box that correctly identifies the status of the employee
¢ Non-Classified — employed with the City of Laredo for less than one year.
e Classified — employed with the City of Laredo for more than one year.
#8 — Select the Municipal Civil Service Rule(s), found on pages 8-10 of the
Municipal Civil Service Rules and Regulations of the City of Laredo, that the
employee is in violation of and for which this Disciplinary Action Form is being
issued.
#9 — Date on which the incident occurred, or when the City became aware,
where the employee violated the rule(s).
#10 — In this space please write the specific rule(s) violated — example if the rule
violated was 6.2A — you would write what is stated on the Municipal Civil Service
Rules and Regulations of the City of Laredo, which is “A. Insubordination —
unwillingness or refusal to follow the reasonable, job-related orders of a
supervisor or higher level of authority.” If additional space is needed, department
can provide a detailed attachment and specify “see attachment”.
#11 — Check the box that indicates if the employee has been disciplined before
for this or, another rule violation. If you check off the “YES” box, please write
down how the employee was disciplined. If possible attach copies of the previous
Disciplinary Action Forms given to the employee.
#12 — What Discipline Action is being issued to the employee — check only one of
the boxes. If issuing a Suspension, write the number of days employee is being
suspended, beginning date and last date of suspension must be included.
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#13 — When does this disciplinary action take place, include the date when the
discipline was issued or is scheduled to begin.

#14 — This is where the supervisor explains the “who, what, when and why” for
giving the employee a disciplinary action. Supervisors may write “See Attached”
and in a separate sheet of paper, explain exactly what happened. It is also
recommended that you include the following statement. “Further violation of this
or any other MCS Rule or Regulation can result in further disciplinary action, up
to and including termination.”

#15 — Each employee has the right to explain why they did what they are being
disciplined for. If the employee checks off the “YES” box, the employee should be
allowed to write down the explanation of what happened. If need be the
employee may write “see attached” and write the statement on a separate sheet
of paper, sign and date it and it must be attached to the Disciplinary Action Form.
#16 — This section MUST BE COMPLETED, by a Classified Employee that is
being terminated.

#17 — Please note the 45-calendar day required for taking disciplinary action.
#18 — All department signatures are required and must be dated prior to issuing
this letter to the employee.

#19 — An employee is not required to sign the Disciplinary Action Form — the
department will just write “employee refused to sign”. Ensure to explain to the
employee that by signing this document it does not mean they are in agreement
with the disciplinary action being taken upon them.

#20 — An employee must receive a copy of the Disciplinary Action Form with all
the requires signatures the day it is issued to the employee. If an employee is not
present, a copy of the Disciplinary Action Form must be mailed to the employee’s
last known address, via certified mail, and the Certified Mail Receipt will become
part of the Disciplinary Action Form. PLEASE NOTE THAT THE ORIGINALS OF
ALL DOCUMENTS MUST BE SUMITTED TO THE HUMAN RESOURSES
DEPARTMENT IMMEDIATELY AFTER IT IS ISSUED.



