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Employee Information 
Printed Name Payee ID Number Job Title Unit/Division 

Conduct Assessor, Investigator and Official Information 

Conduct Assessor Printed Name: Job Title: 

Conduct Investigator Printed Name: Job Title: 

Conduct Official Printed Name: Job Title: 

Section I: Identified Unacceptable Performance or Misconduct 
Alleged Violation Number: Violation Title: Date of Incident: 

Alleged Violation Number: Violation Title: Date of Incident: 
Description – If applicable, a copy of any high-level investigations or findings surrounding the incident shall be attached.  

Impact – Explanation of how the behavior or incident affected the agency: 

Has unacceptable performance or misconduct previously been addressed through progressive corrective action (PCA)? 

 Counseling – PERS 181 Attached  Employee Development Plan – PERS 182 Attached 

 No Justification: 

Conduct Assessor 
Signature Date 

Section II: Employee Statement and Contact Information 
 Statement Attached  Employee refused to provide a statement. Neutral Third-Party Signature: 

Verified Contact Information - Please provide all contact information and indicate a preferred method of contact. 

 Email:        Phone: Call Time: 

 Mailing Address: 

Section III: Attached Witness Statement/s 
Witnesses on Behalf of the Employee Witnesses on Behalf of the Conduct Assessor 

Section IV: Conduct Investigator’s Review and Recommendation 

 Recommend a Conduct Review  Do Not Recommend a Conduct Review Alleged Violation Number/s: 

Comments: 

 The preliminary conduct review was delayed by  days due to: 

Conduct Investigator 
Signature Date 

The conduct investigator’s investigation summary is attached. 

Section V: Conduct Official’s Recommendation 
 Conduct review is warranted for alleged violation number/s: 

 Conduct review not warranted. No action is needed.  Conduct review not warranted. Return to conduct assessor for PCA. 

Conduct Official 
Signature Date 


	Printed Name: Marcus Thorne
	Payee ID Number: 
	Job Title: Senior Logistics Coordinator
	UnitDivision: Distribution Division
	undefined: Off
	Employee Development Plan  PERS 182 Attached: Off
	undefined_2: Yes
	Statement Attached: Off
	Employee refused to provide a statement Neutral ThirdParty Signature: Yes
	Email: Off
	Mailing Address: Off
	Phone: Off
	Witnesses on Behalf of the Employee: 
	Witnesses on Behalf of the Conduct Assessor: David Miller (Lead Safety Officer); Elena Rodriguez (Finance)
	Recommend a Conduct Review: Yes
	Do Not Recommend a Conduct Review: Off
	Comments: This is the first time Marcus has faced disciplinary review, no prior Progressive Corrective Action (PCA) exists. The process was delayed by 3 days waiting for server room access logs. The actions posed a significant risk to facility security and operational integrity. The employee declined to provide a formal written statement.
	undefined_3: Yes
	undefined_4: Yes
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	Conduct Assessor Printed Name: Sarah Jenkins
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	Conduct Official Printed Name: Sarah Jenkins
	Conduct Assessor Job Title: HR Manager
	Conduct Investigator Job Title: HR Manager
	Conduct Official Job Title: HR Manager
	Alleged Violation1: 01
	Alleged Violation2: 02
	Violation Title1: Unauthorized access to the secure server room
	Violation Title2: Failure to follow safety protocols during inventory transit
	Date of Incident1_es_:signer:date: 01/28/2026
	Date of Incident2_es_:signer:date: 02/02/2026
	Description: Subject, Marcus Thorne, is under review for two incidents. Violation 01: Unauthorized access to the secure server room on January 28, 2026. Violation 02: Failure to follow safety protocols during inventory transit on February 2, 2026. An investigation by HR Manager Sarah Jenkins, who interviewed witness David Miller, found that these actions posed a significant risk to facility security and operational integrity, potentially compromising the shipping schedule. A formal Conduct Review is recommended for both violations.
	Impact: These actions posed a significant risk to facility security and operational integrity, potentially compromising our shipping schedule for the quarter.
	Justification: This is the first time Marcus has faced disciplinary review, no prior Progressive Corrective Action (PCA) exists, justifying the direct move to this review.
	Employee EMail_es_:signer:email: m.thorne.work@email.com
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	Employee Phone: 
	Employee Call Time: 
	NumberDaysDelayed: 3
	Reason1: we had to wait for the server room access logs to be exported by IT
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	Conduct Assessor Date8_es_:signer:date: 02/14/2026
	Violation Number: 01, 02
	Conduct Investigator Signature7_es_:signer:signature: Sarah Jenkins
	Conduct Official Signature7_es_:signer:signature: Sarah Jenkins
	Conduct Official Date8_es_:signer:date: 02/14/2026
	Conduct Investigator Date8_es_:signer:date: 
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