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Employee Disciplinary Records
204.1   PURPOSE:
To establish a protocol for purging employee disciplinary records from the Probation Department
personnel file.

204.2   GUIDELINES:

A. The Chief or their designee has the sole discretion to approve or deny any request to
purge disciplinary records pursuant to this protocol.

B. If an "Employee Disciplinary Records Purge Request" form was not submitted and
an additional discipline occurs, the employee no longer has the option to request the
previous disciplinary record to be purged. However, the employee may request for the
disciplinary record to be purged five (5) years after the subsequent disciplinary action.

C. If the behavior of the discipline resulted in the employee being under legal supervision
or obligation for a period of time, the five (5) year period of time will be calculated from
the termination of the supervision or obligation. For example, an employee suffers a
criminal conviction and is under court supervision for thirty-six (36) months, the (5) five
year period starts at the date the employee is no longer under court supervision.

D. If a personnel action results in a mitigated stipulation agreement being entered into
by the department and the employee, such as a "Last Chance Agreement", that
contract/agreement shall be maintained by the Department for five (5) calendar years
or for the duration of the contract/agreement, whichever is greater. Once the contract/
agreement has expired the employee may request to have their disciplinary record
purged from their Probation Department personnel file pursuant to this protocol.

E. An employee's Probation Department personnel file is independent from an
employee's Human Resource file.

204.3   RESPONSIBILITIES:

I. All Employees:

A. Five (5) years from the date of the discipline, the employee may request to have
the disciplinary record purged from their Probation Department personnel file
unless additional discipline occurred during the initial five (5) year period.

B. The employee has the responsibility of initiating a request to purge disciplinary
records.

C. The employee shall complete the "Employee Disciplinary Records Purge
Request" form (attachment A) specifying which disciplinary record they are
requesting be reviewed.

D. The employee shall submit the form to the Professional Standards Unit.

II. Professional Standards:
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A. Within ten (10) business days the Division Director II or their designee will send
the employee acknowledgement indicating the request has been received.

B. The Division Director II or their designee will review the department personnel
file for all applicable disciplinary records.

1. If the Probation Department personnel file contains disciplinary records
that do not fall within the prescribed timeframes listed above, the employee
will be notified that the request is not applicable pursuant to this protocol.

2. If the Probation Department personnel file contains disciplinary records
that fall within the prescribed timeframes listed above, the Division Director
II or their designee will meet with the Chief or their designee to review the
request.

3. Following a review of the request and the applicable disciplinary records
by the Chief or their designee, the Division Director II or their designee,
will notify the employee that the request has been granted or denied.

4. If the request has been granted, the Division Director II or their designee
will remove the applicable disciplinary record from the employees
Probation Department personnel file.

204.4   ATTACHMENTS:
See attachment: Employee Disciplinary Records_Attachment A-Employee Disciplinary Records
Purge Request.pdf
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