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REVIEW OF DEPARTMENT DOCUMENTATION REGARDING PERSONNEL ACTIONS 

• Each department will notify Corporate HRD of all pending personnel actions regarding demotion, suspension, 
disciplinary probation and termination of employment of regular employees. Departments will make available 
all relevant documentation to support the proposed action to be taken.  HRD will collaborate with the 
department regarding the proposed personnel actions providing feedback within two business days.     

• Supporting documentation for a comprehensive review may include:   

 A statement of facts associated with the personnel action  

 Documentation of the employee’s failure to meet the established and/or behavioral expectations 

 A chronological summary of the employee’s work  and corrective action history with the department 

 Copy of recent SSPR evaluation; 

 Any leave, grievance or other relevant documentation. 

• The HRD review process may include an evaluation of the supporting information.  As needed, additional 
information will be included in the review. 

• Questions or concerns regarding the review process should be directed to the Employee Relations Manager 
or the Director of Human Resources or their designee. 

HUMAN RESOURCES   INVESTIGATION   NOTIFICATION REQUIREMENTS  

Corporate HRD must be notified of allegations involving discrimination, harassment or sexual harassment, drugs, 
alcohol, theft or violence at the onset of the investigation.   

• Upon notification, HRD will discuss with the department the facts and circumstances surrounding the 
allegations and in concert with the department identify the appropriate course of action.    

• Corporate HRD will notify the Department Director and Department HR at the onset of any investigation 
being conducted by HRD in that department.     

• All investigations conducted by Department HR or HRD will be recorded in the Corporate HRD 
Investigation Database by the lead investigating department. 

 

 

DEFINITIONS 

None. 

 

ROLES AND RESPONSIBILITIES 

As outlined in the Policy statements, above. 

 

CORRESPONDING PROCEDURES AND POLICIES 

City of Austin Personnel Policies 

City of Austin Grievance Procedures 

 

FORMS 

• Employee Success Strategy Planning Review (SSPR) 

 


	CITY of AUSTIN Administrative Bulletin
	Departmental Personnel Action and Employee Relations Protocols
	Revised



