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I. PURPOSE:  

 

The purpose of this policy is to establish a process of progressive discipline. Progressive 

discipline is designed to provide a structured corrective action process to improve and 

prevent a recurrence of undesirable employee behavior and performance issues. Such a 

process ensures that employees are afforded adequate notice and opportunity to correct 

unacceptable behavior.  

 

II. APPLICABILITY:   

 

This policy applies to all Gila County employees except Elected Officials. 

 

III. POLICY: 

 

Gila County wishes to create and maintain a work environment that promotes efficiency, 

productivity, and positive reinforcement of actions through work standards met or exceeded.  

The County advocates the use of progressive discipline as a means toward maintaining a 

positive work environment. However, the seriousness of an offense may dictate overriding 

progressive discipline, and serious offenses may lead to administrative suspension or 

immediate dismissal. When circumstances dictate, a combination of disciplinary actions may 

be used. 
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IV. PROCEDURES: 

 

A. General 

 

1. Causes for disciplinary actions include, but are not limited to: 

 

a. Fraud in securing appointment; 

b. Incompetence; 

c. Neglect of duty; 

d. Insubordination; 

e. Sleeping while on duty; 

f. Disorderly conduct; 

g. Malicious gossip or false accusations which tend to destroy friendly relations 

between the County and the public or between employees or in any way hinder 

County operations; 

h. Dishonesty; 

i. Absence without leave; 

j. Commission or conviction of a felony or misdemeanor involving moral turpitude 

which would affect the employee’s suitability for continued employment; 

k. Discourteous treatment of the public and/or co-workers; 

l. Willful disobedience; 

m. Engaging in prohibited political activity; 

n. Misuse of government property; 

o. Possessing, dispensing or being under the influence of a narcotic, barbiturate, 

marijuana, tranquilizing or hallucinogenic drug, alcohol, or other controlled 

substances on duty, except in accordance with medical authorization; 

p. Seeking to obtain financial, sexual or political benefit from another employee 

with his/her consent induced by wrongful use of force or fear, or under color of 

official right; 

q. Discrimination or harassment based upon race, color, religion, sex (including 

pregnancy), national origin, age (40 or older), disability, genetic information, or 

Vietnam era or disabled veteran status; 

r. Revocation, suspension or loss of Arizona driving privileges where having an 

Arizona Driver’s License is a requirement for the position; 

s. Revocation, suspension or loss of certification issued by a governmental entity 

where such certification is a requirement for the position; 

t. Engaging in sexual harassment of an employee; 

u. Inefficiency; 

v. Unsatisfactory attendance; 

w. Mishandling of County funds; 
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x. Falsification or unauthorized use of County records; 

y. Unauthorized possession of firearms, weapons or explosives on County property; 

z. Unsafe actions; 

aa. Any other conduct or performance which constitutes cause for disciplinary action. 

 

2. Sworn law enforcement officers employed by the Sheriff’s Office shall be subject to 

being placed on administrative leave with or without pay consistent with these 

policies upon being formally charged with the commission of a felony offense. 

 

B. Types of Disciplinary Action 

 

Behavior that is illegal or violent will not be subject to the progressive discipline process 

and may be reported to local law enforcement agencies. All disciplinary actions must be 

discussed with Human Resources (HR) prior to implementing the disciplinary action. All 

disciplinary actions must be documented and the original sent to HR to be placed in the 

employee’s file.  

 

1. Verbal Warning 

 

A verbal warning creates an opportunity to bring attention to existing 

performance, conduct, or attendance issues with the employee. Expectations and 

steps that must be taken to improve performance or resolve the issue should be 

discussed here. Verbal warnings must be documented and sent to HR. 

 

2. Written Reprimand 

 

A written reprimand is a formal notice to an employee that further disciplinary 

action will be taken unless their behavior or performance improves.  A copy of 

the written reprimand is to be forwarded to the HR Department for placement into 

the employee's personnel file. A Performance Improvement Plan (PIP) may be 

applicable to assist the employee in meeting expectations.   

 

3. Suspension 

 

a. Before an employee with regular status can be suspended, the Appointing 

Authority shall give the employee written notice of the charges, a summary of the 

Appointing Authority’s basis for the charges, and an opportunity for the employee 

to present a written response.  The employee’s response shall be made not later 

than three working days after the employee receives the notice of the charges, 

unless extended in writing by the Appointing Authority. 

 

b. The Appointing Authority may suspend any employee with regular status for 

cause, but not before attempting to serve the employee personally or by registered 
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or certified mail, return receipt requested (addressee only), with written notice of 

the specific reasons for suspension in sufficient detail to inform the employee of 

the facts, with a copy to the Director.  The Appointing Authority shall include a 

statement of the employee’s right to appeal.  The action is not effective until one 

of the following occurs:  

 

i. The employee signs for receipt of the suspension letter personally served or 

served by mail; or, 

 

ii. Three working days have passed since the letter was mailed to the employee; 

or, 

 

iii. An attempt is made to personally serve the suspension letter, but the employee 

refuses to sign for the letter.  Such attempt to personally serve the letter shall 

be witnessed. 

 

c. Except as otherwise provided by statute or policy, suspensions shall not exceed a 

total of thirty working days during any twelve (12) month period.  The twelve 

(12) month period begins with the first day of the first suspension. 

 

4. Demotion 

 

a. A regular status employee may be demoted for cause by an Appointing Authority 

to any regular status position, provided the employee meets the minimum 

qualifications for such class.  

 

b. Before an employee with regular status can be demoted, the Appointing Authority 

shall give the employee written notice of the charges, a summary of the 

Appointing Authority’s basis for the charges, and an opportunity for the employee 

to present a written response.  The employee’s response shall be made not later 

than three working days after the employee receives notice of the charges, unless 

extended in writing by the Appointing Authority. 

 

c. The Appointing Authority may demote any employee with regular status only for 

cause, but not before attempting to serve the employee personally or by registered 

or certified mail, return receipt requested (addressee only), with written notice of 

the specific reasons for demotion in sufficient detail to inform the employee of the 

facts, with a copy to the Director.  The Appointing Authority shall include a 

statement of the employee’s right to appeal.  The action is not effective until one 

of the following occurs: 
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i. The employee signs for receipt of the demotion letter personally served or 

served by mail; or 

 

ii. Three working days have passed since the letter was mailed to the employee; 

or 

 

iii. An attempt is made to personally serve the demotion letter, but the employee 

refuses to sign for the letter.  Such attempt to personally serve the letter shall 

be witnessed. 

 

d. An employee who is demoted shall serve a demotion probationary period under 

the same rules as an original probation, except that the employee retains the right 

of appeal should they be dismissed due to failure of the demotion probationary 

period. 

 

5. Dismissal 

 

Recommendations for dismissal must be approved by the Human Resources 

Director before the following steps occur:  

 

a. Before an employee with regular status can be dismissed, the Appointing 

Authority shall give the employee written notice of the charges, a summary of the 

Appointing Authority’s basis for the charges, and an opportunity for the employee 

to present a written response.  The employee’s response shall be made not later 

than three working days after the employee receives notice of the charges, unless 

extended in writing by the Appointing Authority. 

 

b. The Appointing Authority may dismiss any employee with regular status for 

cause, but not before attempting to serve the employee personally or by registered 

or certified mail, return receipt requested (addressee only), with written notice of 

the specific reasons for dismissal in sufficient detail to inform the employee of the 

facts, with a copy to the Director.  The Appointing Authority shall include a 

statement of the employee’s right to appeal.  The action is not effective until one 

of the following occurs: 

 

i. The employee signs for receipt of the dismissal letter personally served or 

served by mail; or 

 

ii. Three working days have passed since the letter was mailed to the employee; 

or 
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iii. An attempt is made to personally serve the dismissal letter, but the employee 

refuses to sign for the letter.  Such attempt to personally serve the letter shall 

be witnessed. 

 

c. If an employee is on an approved period of leave with pay, the action will be 

effective at the end of the approved period of leave with pay, and the dismissal 

letter shall be served on the employee in accordance with this subsection. 

 

d. Dismissal During Probation 

 

i. An employee on original probation may be dismissed without the right of 

appeal. 

 

ii. An employee on promotional probation may not be dismissed without the 

right of appeal. 

 

6. Administrative Leave 

 

Nothing in this policy shall preclude the Appointing Authority from immediately 

placing an employee on administrative leave pending implementation of procedures 

under this section, but no pay shall be withheld for such period. 
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	a. Definitions:
	ii. Child is any person under the age of 18 or as otherwise defined by State law.
	iii. Elder Abuse is defined as abuse of vulnerable adults including the mistreatment of older persons through physical, sexual, psychological or physical violence; neglect; or economic exploitation and fraud.
	iv. Federal Crime Victim is defined as a victim of an offense that violates a federal criminal statute or regulation.  Federal crimes also include crimes that occur in an area where the federal government has jurisdiction, such as Indian reservations,...
	v. Native American Tribe/Organization is defined as any tribe, band, nation, or other organized group or community, which is recognized as eligible for the special programs and services provided by the US to Native Americans because of their status as...
	vi. Hate Crime Victim is defined as a victim of an act of intimidation, harassment, physical force, or threat of physical force directed against any person, or family, or their property, or advocate, motivated either in whole or in part by hostility b...
	vii. Economic Exploitation and Fraud Victim is defined as an individual victimized by the perpetrators of bogus vacation opportunities, fly-by-night home repair companies, advance fee schemes, mail fraud, computer fraud, health care fraud, insurance f...

	b. Primary Purpose:
	c. Eligible services are further defined:
	i. Crisis Counseling is defined as in-person crisis intervention, emotional support, and guidance and counseling on an individual basis provided by advocates, counselors, mental health professionals or peers.  Such counseling may occur:  a) at the sce...
	ii. Follow-up Contact is defined as in-person contacts, telephone contacts and written communication with the victims to offer individual emotional support, provide empathetic listening, check on victim’s progress, and offer guidance for other-than-cr...
	iii. Therapy is defined as intensive professional psychological and/or psychiatric treatment for individuals, couples, and family members, related to counseling, to provide emotional support in crisis arising from the occurrence of crime.  This includ...
	iv. Crisis Counseling via phone/hotline is defined as telephone contact to provide crisis counseling after a victimization.
	v. Group Treatment/Support is defined as the coordination and provision of supportive group activities.  This includes self-help, peer, social support, drop-in groups, and community crisis intervention in a group setting.
	vi. Shelter/Safe House is defined as short-term and long-term housing and related support services provided to victims and non-offending members of their family following a victimization.
	vii. Information, Referral, and Connection is defined as in-person contacts with the victim, identifying services offered and support available by network and other community agencies, and/or completing linkage (actual personal or telephonic introduct...
	viii. Criminal Justice Support/Advocacy is defined as support, assistance and advocacy provided to crime victims at any stage of the criminal justice process.  Included in this definition are: court related support, i.e. court orientation, court escor...
	ix. Emergency Financial Assistance is defined as the utilization of VOCA or matching funds for security measures (replacement of locks, and temporary repair of doors and windows to prevent revictimization), and payment for taxis, buses, food, shelter ...
	x. Emergency Legal Advocacy is defined as assisting victims in filing temporary restraining orders (injunctions and other protective orders), and elder or child abuse petitions.  This does not include criminal prosecution or the use of VOCA funds in t...
	xi. Assistance in Filing Compensation Claims is defined as making victims aware of the availability of crime victim compensation and/or assisting the victim in completing the required forms and in gathering the needed documentation.  (Provision of thi...
	xii. Personal Advocacy is defined as assisting victims in securing rights, remedies, and services from other agencies, locating financial support, intervening with employers, creditors and others on behalf of the victim; assistance with filing for los...
	xiii. Telephone Contact (information & referral) is defined as contacts with victims during which time services and available support are identified and provided over the telephone.  This does not include calls during which counseling is the primary f...
	xiv. Other is defined as other VOCA allowable services not previously listed.


	II. Allocation of VOCA Victim Assistance Funds
	III. VOCA Victim Assistance Application Process
	a. Subrecipient Application Process:
	b. Protest of Funding Decisions:
	c. Applicant Organization Eligibility Requirements:
	i. Public Agency or Nonprofit Organization:  Applicant agency must be operated by a public agency or nonprofit organization, or a combination of such agencies or organizations, and provide services to crime victims.
	ii. Record of Effective Services:  Demonstrate a record of providing effective services to crime victims for at least one year.  This includes having the support and approval of its services by the community, a history of providing direct services in ...
	iii. Program Match Requirements:  The purpose of matching contributions is to increase the amount of resources available to the projects supported by grant funds.  Matching contributions of 20 percent (cash or in-kind) of the total cost of each VOCA p...
	iv. Volunteers:  Subrecipient organizations must use volunteers unless the state grantee determines there is a compelling reason to waive this requirement.  A “compelling reason” may be a statutory or contractual provision concerning liability or conf...
	v. Promote Community Efforts to Aid Crime Victims:  Promote, within the community, coordinated public and private efforts to aid crime victims.  Coordination may include, but is not limited to, serving on state, federal, local, or Native American task...
	vi. Help Victims Apply for Compensation Benefits:  Such assistance must include notifying crime victims of the availability of crime victim compensation, and/or assisting victims with application forms and procedures, obtaining necessary documentation...
	vii. Inform Victims of their Legal Rights:  To notify victims of their legal rights (A.R.S. 13-4401, et seq.) and offer to connect the victim with a representative from the prosecutor’s or county attorney’s office if the victim so chooses.
	viii. Comply with Federal Rules Regulating Grants:  Subrecipients must comply with the applicable provisions of the VOCA Guidelines and OJP Financial Guide, effective edition, which include maintaining appropriate programmatic and financial records th...
	ix. Ensure Access to Federally Assisted Programs:  Federal laws prohibit recipients (and subrecipients) of federal financial assistance from discriminating on the basis of race, color, national origin, religion, disability or sex in funded programs or...
	Certain VOCA subrecipients are required to provide civil rights certification to the US Department of Justice with a copy to DPS-VOCA.  (Refer to http://www.ojp.usdoj.gov/about/ocr/eeop.htm to determine your agency’s EEO requirement.)
	x. Maintain Civil Rights Information:  Subrecipient agencies must maintain statutorily required civil rights statistics on victims served by race, national origin, sex, age, and disability; and permit reasonable access to its books, documents, papers,...
	xi. Comply with State Criteria:  Subrecipients must abide by state eligibility or service criteria as established by DPS-VOCA including submission of monthly financial reports, quarterly statistical and programmatic reports, client feedback surveys ut...
	xii. Services to Victims of Federal Crimes:  Subrecipients must provide services to victims of federal crimes on the same basis as victims of state/local crimes.
	xiii. No Charge to Victims for VOCA-funded Services:  Subrecipients must provide services to crime victims, at no charge, through the VOCA-funded project.  The purpose of the VOCA victim assistance grant program is to provide services to all crime vic...
	xiv. Client-Counselor and Research Information Confidentiality:  Subrecipients are required to maintain confidentiality of client-counselor information, as required by state and federal law.
	xv. Confidentiality of Research Information:  Except as otherwise provided by federal law, no recipient of monies under VOCA shall use or reveal any research or statistical information furnished under this program by any person and identifiable to any...

	d. Eligible Subrecipient Organizations:
	i. Criminal Justice Agencies:  Law enforcement agencies, prosecutors’ offices, courts, corrections departments, and probation and paroling authorities are eligible to receive VOCA funds to help pay for victim services.  For example, prosecutor-based v...
	ii. Faith-Based Organizations:  Such organizations may receive VOCA funds but must ensure that services are offered to all crime victims without regard to religious affiliation and that the receipt of services is not contingent upon participation in a...
	iii. State Crime Victim Compensation Agencies:  Compensation programs, including both centralized and decentralized programs, may receive VOCA assistance funds if they offer direct services to crime victims that extend beyond the essential duties of c...
	iv. Hospitals and Emergency Medical Facilities:  Such organizations must offer crisis counseling, support groups, and/or other types of victim services.
	v. Others:  State and local public agencies such as mental health service organizations, state/local public child and adult protective services, state grantees, legal services agencies and programs with a demonstrated history of advocacy on behalf of ...

	e. Ineligible Recipients of VOCA Funds:
	i. Federal agencies:  This includes US Attorneys Offices and FBI Field Offices.  Receipt of VOCA funds would constitute an augmentation of the federal budget with money intended for state agencies.  However, private non-profit organizations that opera...
	ii. In-Patient Treatment Facilities:  For example, those designed to provide treatment to individuals with drug, alcohol, and/or mental health-related conditions.

	f. Services, Activities, and Costs at the Subrecipient Level
	i. Allowable Costs for Direct Services:  The following is a listing of services, activities, and costs that are eligible for support with VOCA victim assistance grant funds within a subrecipient’s organization:
	1. Immediate Health and Safety:  Those services which respond to the immediate emotional and physical needs (excluding medical care) of crime victims such as crisis intervention; accompaniment to hospitals for medical examinations; hotline counseling;...
	2. Mental Health Assistance:  Those services and activities that assist the primary and secondary victims of crime in understanding the dynamics of victimization and in stabilizing their lives after a victimization such as counseling, group treatment,...
	3. Assistance with Participation in Criminal Justice Proceedings:  In addition to the cost of emergency legal services noted above in section 1. “Immediate Health and Safety”, there are other costs associated with helping victims participate in the cr...
	4. Forensic Examinations:  For sexual assault victims, forensic exams are allowable costs only to the extent that other funding sources (such as state compensation or private insurance or public benefits) are unavailable or insufficient and, such exam...
	5. Costs Necessary and Essential to Providing Direct Services:  This includes pro-rated costs of rent (mortgage costs are not allowed), telephone service, transportation costs for victims to receive services, emergency transportation costs that enable...
	6. Special Services:  Services to assist crime victims with managing practical problems created by the victimization such as acting on behalf of the victim with other service providers, creditors, or employers; assisting the victim to recover property...
	7. Personnel Costs:  Costs that are directly related to providing direct services, such as staff salaries and fringe benefits, including professional malpractice insurance; the cost of advertising to recruit VOCA-funded personnel; and the cost of trai...
	8. Restorative Justice:  Opportunities for crime victims to meet with perpetrators, if such meetings are requested or voluntarily agreed to by the victim and have possible beneficial or therapeutic value to crime victims.



	g. Other Allowable Costs and Services:
	i. Skills Training for Staff:  VOCA funds designated for training are to be used exclusively for developing the skills of direct service providers including paid staff and volunteers, so that they are better able to offer quality services to crime vic...
	1. Victim Compensation Training:  Subrecipients will designate a victim compensation coordinator within their agency.  This coordinator must have received victim compensation training from their county attorney’s office or completed the Arizona Crimin...
	(http://www.azcjc.gov/ACJC.Web/victim/cbttraining.aspx). If this training has not been received, subrecipients will ensure training has been received within 90 days from the start of the subgrant award agreement or 90 days after re-assignment of new ...
	2. Victims’ Rights Training:  Non-criminal justice agencies will ensure that all DPS VOCA-funded staff and their first line supervisor have received victims’ rights training from the Arizona Attorney General’s Office or another criminal justice agency.
	3. Civil Rights and Non-discrimination Training:  Subrecipients will designate a Civil Rights Contact Person within their agency.  This person must complete the on-line civil rights training program developed by the Office for Civil Rights (OCR), Offi...

	ii. Training Materials:  VOCA funds can be used to purchase materials such as books, training manuals, and videos for direct service providers, within the VOCA-funded organization, and can support the costs of a trainer for in-service staff developmen...
	iii. Training Related Travel:  VOCA funds can support costs such as travel, meals, and lodging to attend skills building conference training within Arizona or a similar geographic area so that travel costs will be minimal.  Rental car costs may be all...
	iv. Equipment and Furniture:  VOCA funds may be utilized to purchase furniture and equipment that supports or enhances direct services to crime victims, as demonstrated by the VOCA subrecipient.  VOCA funds cannot support the entire cost of an item th...
	v. Purchasing or Leasing Vehicles:  VOCA funds may be used to purchase or lease vehicles if it can be demonstrated to DPS-VOCA that such an expenditure is essential to delivering services to crime victims.
	vi. Advanced Technologies:  At times, technology may increase a subrecipient’s ability to reach and serve crime victims.  For example, satellite Orders of Protection locations have dramatically improved the efficiency of criminal justice participation...
	vii. Contracts for Professional Services:  VOCA funds generally should not be used to support contracted services, and subrecipients are prohibited from using a majority of VOCA funds for contracted services.  Principal activities of the project may n...
	viii. Operating Costs:  Examples of allowable operating costs include supplies; equipment use fees, when supported by usage logs; printing, photocopying, and postage; brochures which describe available services; and books and other victim related mate...
	ix. Supervision of Direct Service Providers:  VOCA funds may be used for supervision of direct service providers when it is determined by DPS-VOCA personnel that such supervision is necessary and essential to providing direct services to crime victims...
	x. Repair and/or Replacement of Essential Items:  VOCA funds may be used for repair and replacement of items that contribute to maintaining a healthy and/or safe environment for crime victims, such as a furnace in a shelter.  Each request for VOCA fun...
	xi. Public Presentations:  VOCA funds may be used to support presentations that are made in schools, community centers, or other public forums, and that are designed to identify crime victims and provide or refer them to needed services.  Specifically...

	h.  Non-Allowable Costs and Activities:
	i. Lobbying and Administrative Advocacy:  VOCA funds cannot support victim legislation or administrative reform, whether conducted directly or indirectly.
	ii. Perpetrator Rehabilitation and Counseling:  Subrecipients cannot use VOCA funds to offer rehabilitative services to offenders.  Likewise, VOCA funds cannot support services to incarcerated individuals, even when the service pertains to the victimi...
	iii. Needs Assessments, Surveys, Evaluations, and Studies:  VOCA program funds may not be used to pay for efforts conducted by individuals, organizations, task forces, or special commissions to study and/or research particular crime victim issues.
	iv. Prosecution Activities:  VOCA funds cannot be used to pay for activities that are directed at prosecuting an offender and/or improving the criminal justice system’s effectiveness and efficiency, such as witness notification and management activiti...
	v. Fundraising Activities.
	vi. Indirect Organizational Costs:  The costs of liability insurance on buildings; capital improvements; security guards and body guards; occupancy charges; property losses and expenses; real estate purchases; mortgage payments; and construction may n...
	vii. Property Loss:  Reimbursing crime victims for expenses incurred as a result of a crime such as insurance deductibles, replacement of stolen property, funeral expenses, lost wages, and medical bills is not allowed.
	viii. Most Medical Costs:  VOCA victim assistance funds cannot support medical costs resulting from a victimization, except for forensic medical examinations for sexual assault victims only to the extent that other funding sources (such as state compe...
	VOCA funds cannot pay for nursing home care, home healthcare costs, in-patient treatment costs, hospital care, and other types of emergency and non-emergency medical and/or dental treatment.
	ix. Relocation Expenses:  VOCA funds cannot support relocation expenses for crime victims such as moving expenses, security deposits on housing, ongoing rent, and mortgage payments.  However, VOCA funds may be used to support staff time in locating re...
	x. Administrative Staff Expenses:  VOCA funds may not support salaries, fees, and reimbursable expenses associated with administrators, board members, executive directors, consultants, coordinators, and other individuals, unless these expenses are inc...
	xi. Development of Protocols, Interagency Agreements, and Other Working Agreements:  These activities benefit crime victims, but are considered examples of the types of activities that subrecipients undertake as part of their role as a victim services...
	xii. Costs of Sending Individual Crime Victims to Conferences.
	xiii. Activities Exclusively Related to Crime Prevention.


	IV. Subrecipient Responsibilities
	a. Financial and Program Reporting:
	i. Monthly Financial Reports are due the 15th of each month following the end of the monthly report period.  This report must reflect actual federal and match expenditures.
	ii. Quarterly Statistical and Programmatic Reports are due no later than 30 days following the end of the quarter.  This report includes quarterly victim service and performance measure activities.
	iii. Annual Narrative Report is due no later than 30 days following the end of the project period.
	iv. Year-end Agreement Amendment Request must be submitted on line when a subrecipient has remaining funds in their budgets to reflect actual expenditures.  This process will automatically revert unexpended funds to DPS.  Year-end amendments are due n...
	v. DPS Annual Crime Victim Assistance survey is due annually upon request.
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