Guam Public Library System
Corrective Action and Discipline

Guam Public Library System is a line department within the Executive Branch and
employees are governed to abide with the Government of Guam, Department of
Administration, Personnel Rules and Regulations.

Corrective Action and Discipline

Guam Public Library System management will refer to the Department of
Administration, Personnel Rules and Regulations Manual on the proper procedure
in handling the offense committed.

In particular, attached are pages (122) thru ( 128) from said Manual.

Section 11.400. Guidelines for Disciplinary Offenses and Penalties
(subsections 11.401 through 11.402)



11.312 Appeal to the Civil Service Commission

The Hearing Procedures for Adverse Action Appeals adopted by
the Civil Service Commission shall be applicable for all Adverse
Action Appeals proceedings.

11.313 Service of Proposed and Final Notices of Adverse Action

The Proposed and Final Notices of Adverse Action shall be
personally served upon the employe. In the event the appointing
authority cannot locate the employee, after reasonable efforts
have been made to locate the employee, service of the Proposed
or Final Notices may be made by leaving the Notice at the
employee's dwelling or usual place of abode with some person of
suitable age and discretion residing therein, or by mailing the
Notice to the employee at the last known address. Service by
mail is complete upon mailing.

11.400 GUIDELINES FOR DISCIPLINARY OFFENSES AND PENALTIES

11.401 General Provisions

A. The list that follows is not intended to cover every possible
type of offense. Penalties for offenses not listed will be
prescribed by the department head.

B. Many of the items listed on this schedule combine several
offenses in one statement, connected by the word "OR".
Usage of the word "OR" in a charge makes it non specific.
Use only the items which describe the employee's actual
conduct and leave out parts which do not apply.

C. Penalties for disciplinary offenses will, in general, range
from the minimum penalty to the maximum indicated. In
unusual circumstances, depending on the gravity of the
offense, the past record, and the position of the employee,
a penalty outside the general range may be imposed.

D. Suspension penalties on this schedule apply to work days
and holidays.
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Depending on the gravity of the offenses, dismissal
proceedings may be instituted against an employee for any
number of offenses committed. A greater penalty may be
imposed for any offense if the circumstances justify greater
penalty.

In as much as a reprimand is not an adverse action under
these rules, a management official need not apply the
Adverse Action Procedures. The penalty of reprimand is
included in the schedule of penalty to provide certain
flexibility for management's discretion to institute
progressive disciplinary action against an employee or
group of employees.

Reprimands shall not remain in an employee's personnel file
for more than one year.
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