
TOWN OF HUDSON 
ARTICLE XVIX   DISCIPLINE, SUSPENSION, DISMISSAL POLICY 

 

A. General. The Board of Selectmen (Board) shall have the right to discipline, demote, 

dismiss, or suspend with or without pay, any employee whose work performance or 

conduct, in the judgment of the Board, justifies such action. 

This policy is in effect for all town employees unless superseded by a specific use policy. 

 

The Board shall hold a pre-termination meeting with an employee prior to any decision to 

terminate employment. The Board shall discuss with the employee the work performance 

or conduct that may be grounds for termination 

Notice of any action against an employee must be in writing and filed with the employee, 
not later than the effective date of such action. The notice shall specify the penalty and 
contain a statement of the reason or reasons for the action. 

An employee shall have the right of appeal as outlined in the grievance procedure in 
section XIV 

Preceding termination the following progressive discipline actions will be performed 

given the nature of the offence (serious offences such as physical or sexual assault and/or 

theft will have zero tolerance); Verbal warnings, written warnings, suspensions, 

termination. 

1. Verbal Warning 

 Employee will be given a verbal warning regarding the undesirable behavior or 

action.  

 Employee will be given an explanation of when and how the behavior or action 

took place. This will include the reason as to why the behavior or action was 

unacceptable  

 Employee will be given an opportunity to explain the situation and their actions. 

This should be his/her opportunity to give their side of the story.  

 Employee will be given a description the desirable and/or acceptable behavior or 

actions.  

 Employee will be informed that further disciplinary action, up to and including 

termination, will follow if unacceptable behavior continues.  

 Employee will be explained that the incident will not go into their file, but that it 

will be taken note of in order to follow up on possible further disciplinary 

incidents. 

NOTE: Verbal warnings are given for the following reasons:  First late arrival for         

scheduled shift, first incident of not following proper work assignments, and first incident 

of improper decision making. 

 



2. Written Warning 

 Employee will be given a written warning regarding his/her undesirable behavior 

or action in the event that the behavior or action had either been discussed in a 

previous verbal warning or the behavior or action was considerably more severe 

in nature.  

 Employee will be given an explanation of when and how the undesirable behavior 

or action took place. This will include the reason why the behavior or action was 

unacceptable.  

 Employee will be given an opportunity to explain the situation and his/her 

actions. This should be his/her opportunity to give their side of the story.  

 Employee will be given a description of the desirable and/or acceptable behavior 

or actions.  

 Employee will be provided with a copy of the written warning and another will be 

placed in the employee’s file.  

 Employee will sign the document as proof that he/she has received it.  

 Employee will be explained that future disciplinary problems will be addressed 

with further progressive disciplinary actions up to and including termination. 

NOTE: Written warnings are given for the following reasons: The behavior or action had 

been discussed in either a previous verbal or written warning, inappropriate or rude 

interaction with a customer such as a raised voice, sarcastic comments, or impatience, not 

showing up for a scheduled shift with no reasonable explanation, insubordination such as 

talking back to Board members or lack of adherence to Board directives or standards. 

3. Suspension 

 Employee will be given written documentation regarding the suspension in 

relation to the undesirable behavior or action in the event that the behavior or 

action had either been discussed in a previous verbal or written warning or the 

behavior or action was considerably severe in nature.  

 The documentation will include information on the offence and the length of the 

term of suspension and why the employee has been suspended.  

 Employee will be given an explanation of when and how the undesirable behavior 

or action took place. This will include the reason why the behavior or action was 

unacceptable.  

 Employee will be given a description of the desirable and/or acceptable behavior 

or actions.  

 Employee will be provided a copy of the suspension and another copy will be 

placed in the employee’s file.  

 Employee will sign the document as proof that he/she has received it.  

 Employee will be explained that future disciplinary problems will be addressed 

with further progressive disciplinary actions up to and including termination. 

 Suspension with or without pay will be at the discretion of the Board. 

 



NOTE: Suspensions are given for the following reasons: The undesirable behavior or action 

had either been discussed in a previous verbal or written warning, repetitive lateness or 

absences with no reasonable explanation, an incident of verbal abuse to a customer, co-

worker or Board member(s) and repetitive lack of adherence to Board directives or 

standards. 

4. Termination 

 Employee will be given written documentation regarding his/her termination and 

the undesirable behavior or action leading to and justifying the termination.  

 Documentation should include information on the offence and previous 

disciplinary communications with the employee.  

 Employee will be given a description of when and how the unacceptable behavior 

or action took place. This will include the reason why the behavior or action was 

unacceptable.  

 Employee will be given a description of the desirable and/or acceptable behavior 

or actions.  

 Employee will be provided with a copy of the termination notice and another 

copy will be placed in the employee’s file.  

 Employee will be escorted from the location immediately maintaining the dignity 

of the terminated employee by not making obvious to other employees or 

customers that the employee has been terminated and for what reasons.   

NOTE: Terminations are given for the following reasons: Physical or sexual assault, 

theft, repeated unsuccessful disciplinary attempts 


