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The purpose of this job aid is to document the disciplinary warning the employee has received.  Disciplinary 
information should be entered as instances occur so that the system is current. 

Infotypes that currently exist for the employee accessed are identified by green check marks to the right of 

the infotype descriptions. 

An overview of the process contains some or all of the following steps: 

• The Employee violates Policy/Procedure 

• The Supervisor/Warnings Maintainer – In conjunction with (approval from) an Agency Official, the 
disciplinary warning is created  

• The Supervisor issues the Warning to the Employee 

• The Warnings Maintainer enters the Warning and related tasks into the Integrated HR/Payroll 
System. 

• The Supervisor monitors MSS for Warning-related Tasks 

• When warning tasks come due, the supervisor reviews them with the Employee 

• The Warnings Maintainer – As appropriate updates the Employee record in the Integrated HR/Payroll 
System. 
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