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	1.  Brief description of the need and statutory authority for policy changes:  The agency no longer has a Deputy Director and is not likely to have one again.  Those duties have been assigned to the Chief of Staff.

	
	
	
	
	
	

	2.  Brief summary of the content of the policy:  Changing Deputy Director to Chief of Staff

	
	
	
	
	
	

	3.  Description of persons affected by the policy — Who will the policy benefit?  N/A

	
	
	
	
	
	

	4.  Probable economic impact of the policy:  (from Financial Services Division)  None

	
	
	
	
	
	

	5.  Probable cost to the agency:  None

	
	
	
	
	
	

	6.  Less costly methods:  None


DRS:3-3-73.  Responsibilities  

(a)
The Director, Chief of Staff, Division Administrators, Superintendents, Unit Administrators, managers/supervisors, employees and the Human Resources Management Specialist for DRS Employee Relations have responsibilities within the discipline process.

(b)
Each supervisor shall ensure employees are informed of this policy; apply discipline when necessary that is progressive in nature, equitable and appropriate for the offense; consider relevant circumstances when determining the proper disciplinary action and to assess aggravating or mitigating circumstances; to use prompt, positive action to avoid more serious disciplinary action; and to coordinate formal discipline with the Human Resources Management Specialist for DRS Employee Relations.  The supervisor is prohibited from considering incidents that occurred longer than four (4) years prior to an offense in order to move to a higher level of discipline.  The prohibition shall not apply to incidents involving the following types of conduct:

1.  Criminal activity;

2.  Sexual misconduct and/or harassment;

3.  Racially discriminatory behavior and/or harassment;

4.  Threats or acts of violence against employees in the workplace; and

5.  Drug and/or alcohol use or abuse on the job. 

(c)
The Human Resources Management Specialist for DRS Employee Relations is a source for consultation and technical assistance for supervisory staff and employees.  In his/her absence, the Human Resources Programs Director of the DRS Human Resource Management Section is to be contacted.
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