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Log Event: 

Discussion Date: 11/03/2021 

Title: Deputy John Doe 

Discussion: 

On 11/03/2021 I spoke to Deputy John Doe referencing Policy and Procedure 2.24 Reporting for 

Duty. 

Employee Signature: ____________________________________________ 

Supervisor Signature:____________________________________________ 



[ Date ] 

TO: [ Employee Name ] 

FROM: [ Supervisor’s Name ]     
[ Division/Work Assignment ] 

SUBJECT: ORDER 

Effective immediately you are to abide by the Sheriff’s Department’s Policy and 
Procedures 3.50 and the following requirements listed as follows: 

1. You are ordered to perform the duties and responsibilities of your assignment
according to Department standards.

2. You are ordered to be at work on time and leave at the required hour. You must
be at all briefings on time unless excused by a supervisor.

3. You are ordered not to use sick time in an abusive manner; sick leave abuse may
be evidenced by the following:

a. Use of sick leave in conjunction with holidays or days off.
b. Repetitive use of sick leave on the same day of the week.
c. Use of sick leave for frequently arriving late at work or leaving early.
d. Consistently low sick leave balances or use of sick leave as quickly as it is earned.
e. Low sick leave balance relative to tenure and absent any mitigating factors.
f. Consistent use of sick leave offset by scheduled overtime.
g. A combination of the above factors or other demonstrable patterns of usage.

4. You are ordered to not use any other leave balances in lieu of your sick time
balances without the approval of the Captain. A written request must be submitted
to the Captain if you wish to use other leave balances in lieu of your sick time.
The Captain may grant your request, but it is under no obligation to do so.

______ ______ 
Initials Initials



 
5. You are ordered to call and speak with a supervisor one hour before missing a 

shift due to personal or immediate family illness. You can speak directly with a 
supervisor during normal operating hours the day prior to missing a shift due to 
illness if sick day can be scheduled ahead of time (i.e., you’ve had the flu for 
three days and think you will need one more day; or you went fell down and know 
you will be going to the doctor the next day for treatment). 

  
6. You are ordered to provide me (or in my absence another supervisor) with the 

original physician’s verification immediately upon return to work which 
demonstrates your incapacity to work if you have been absent due to illness. 

  
7. You are ordered to provide me (or in my absence another supervisor) with the 

original physician’s verification immediately upon return to work which 
demonstrates your incapacity to work due to the illness of an immediate family 
member. 

  
8. You are ordered to contact me, to obtain approval, prior to signing up for any 

overtime, either in this Command or elsewhere.  If we are not at work when you 
wish to sign up, you are ordered to contact me at home or by cell phone (numbers 
will be provided). 

  
 
I understand the order and have discussed this order with my supervisor(s). 
  
  
  
  
____________________________                 _________________ 
Signature of the Employee                               Date 
 
 
 
____________________________                 _________________ 
Signature of the Supervisor                               Date 



'TER-OF'FICE CORUSPONDEN.· 
Lot Angeles Unified School Disaici 

Date 5/21199 

TO: Alex Barios · 
PoliceOfti~ 

EllOM:~an s~ 
Lieutenant · 

SUBJ: SUMMARY Of CONFEIBNCE • $/20/99 

.Oo 11randay, 5120199, I. held a ~nfercacc wi1b )'OU m the Press Room of tho Admiaistnauve 
Offices. The pwpose of 1hc coarcrence wa.s to addms your conGCmS reladv~ to yQUr 
pm0G1l telephone number. Also present dming our ~mcn:nce was Sergeant Ed Holguin, 
you immediato supervisor. 

Sbottly after our· confcrmce bepn. Oflica' Paal Qve:ad-. the Police Offic:er'1 Association 
Preaidem enlel'Cd the room. At a counay 10 you. he wu allowed IO sit ia 011 the conferenu. 

You expresied COllcerfl that yoar pcnonal telcpbone number had been acceascd by members 
of tbe Depanmat's Supervisory Staff in an attempt to conract Oalcer Eelcs. You felt lhat 
'Ehis mlared yo\lr ~dentiality. To that end. you bad obtained a copy of die Dcpat1mcmt1s 
PeqonaJ Jnfonnation Updat.e Fcmn and da=t~ 1111 auadon to rhe line cbat indicawd that au 
.info~an on the form would be held stricdy confidellliaL 

Wilh nprdl 10 )'Our fint ~nc:em about .Depanmcnt ~ pmonnel calliag your 
relcphonc number .in III attempr to c=tact Officer Bela, I offered chat a reasonable ·pmon 
'11111 bew tba1 Offleor Eeles wu livina at YOIU' residence •ould assume dJa! Officer Eeles 
could be reached at your telephone number. 

The puspose for mempdng to co~ Officer Eeles was for court and Coran ovcmmc 
assiprrient. Both are legitimate Deparrmont couc:ems. On rh~ two occasions that your 
ielephone number wu acecssed, you ausweRd the phone. The taf'onrwion that I bad, 
indicated that you did not identify yourself or exprffl. concem about your telephone l>eihg 
,sccossed. 

You stated chat you did not think it was a big tmaf the fksl dme that you were called. 
However, you did express your cose:rn to Sergeant Holpin after the second call. On 
'J/4/99, you spoke With Sergeant Holpia. He stated &bat he would cbeck·mad if your 
•&elcphoac 11umbcr was listed for Officer Eeles, hew~ fflJIO\'e it. You rcquestec1 a meeti_nJ 
with Aumani Chief Perez u )'OU were still diasatistl~. Sergeant Holguin mnovtd your 
number from Officer Eeles' card that day. 

You ~equently made contact with Pat Mikami, Aasistue Chief Pe1"'• Scc:r~ to check 
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_.,. .,,, ";,;;,;;, o~; 1t11J JJ. 
• Oz ,,_,._.-._, •• QT'AD 

aad sec-if' SefleaDt Holpin had followed thtoulh Oil you .requett !or a meeting. Yau were 
ttfenw back to your aupcrvisor. 

You ltaled tbn it 'Was nor your iacern co circwnvem th• cbain of eommand. However, you 
did indicate chac you didQ 't believe wt Sqeam Holpin wol&t(f follow up 011 your r.quest. 

I mponcJcd that you bad. it within yoiar powa- io uccnain if me aqeant had tollowed up on 
yow nquat by spealdas with iho 11rp111t. I ffl2lindcd you dam 'While we have an open door 
poHc:y wi~ reprd1 to accalinJ the Depanmenc'.s Admiaittrative Sta..'£ your first stop is 
With your immediate 1vpervilor, Scqant Holpin. 

. Yov JltlpQnded tha1 you hid not spobn with Serpait ffolpm and felt tbr.t mfflciem time 
bad puacd ror • meeting 10 be Kt. 

I~ review.ct wilh yoia. :,our- reque11 for four (4) boun of stadby/relief pay tor takinJ tile · 
t,vo 1elephou caJls. J advbcd )'011 dlac answeriq the telephone did mt coUti_tute standby or 
relic£ J ftmber advised yvu daat your request £or campnacion was cienicci 

We rrtiewerlyourconoetn1 and my napoaJn. Yam eodd•liality bad not'becn 
compromised q your inf'ormadoa lleva' left die Dcpnnac. I •pin cmphaizccl that as 
poli" otBccn we hive to exercise conunon senac. Camm~ sense would.dlcwe lbat you 
c:xpna your di111d1fac1ioa with your telephone 'btin1 accessed 10 concaec OffJcer Ecla. 
Common HIiie would also die1alecl thar you advise Officer Eela ID nocify die Department 
tlw be is not to be accessed by )'OW' tu!'fbone. C0l1WOn IOllff should have led you back to 
Serpmc Holpin to clerlaaine whedalr lac bad followed up OIi 7our sequsr for a meeting mi 

· on removiDa your telqhonc aumber ftom Officer EeJes cmcrge,acy card. 
. 

I closed our~ by illdicatiJlJ.dlll'all mcaaben ortbc I>epa,malt need co beaer 
eommanicalc. Open commumc:acion ~ yoa-and yom .lmmcdi•• npervisor would 
have allmacecl your aozicty Oil 514/99. I abo lbankcd yo11 for bmpng Officer Eeles' 
deviado■ &am department poliey to my aaentian.. 

lo the way of guidance, I tcmil1ded you olthe _chain of command. I also asbd that you work 
on better eommuaicatin1 with yc,u 111perYisor. 

If lb(a does not asrec with your ~llecdoa of ciur dbcussion, please n:apond in writing. 
Your sipcure below does not mdicate that you necesSllrily ~e with the co111Cnt of ibis 
memorandum. Only 1hat you have read it and received a copy of it 
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TO: 

li'ROM: 

SlJB.JECT: 

. , 

INTER-OFFICE CORRESPONDENCE 
LOS ANGllLm.; lJNWJ11;0 SCHOOL DISTRICT 

Scliool Police DcJJ:1rtmcnt 

Kevin Ullo 
Olliccr 

E<l Holguin ;r//p,;;;.'; 
Sergeant l:.JI. Y.(V"'~ 

.SUMMARY 01r CONfi'ERENCE 

o~llc! Ocl. l 9 1999 

The purpose uf this mcmonmtlum is lo memorialize lh~ conlcrcnc;c we hue.I uu 
October 18, 1999, ~1t Carver Middle School. During our conlcrcncc, J 
discussed Dc11artmcntal conccm~ regarding lhc following : · 

On October 18, 1999. you used the DcJ)tartmcntnl voice mail tracking system lo 
place yourself off-campus for cudc7 ut I 024 ·hours an<l you did nut · place 
yourself back on campus until l 132 hours. l 1-omfodcd you Uwt Ufliccrs nro 
only authorized 30 minutes, for a code 7 break. 

During the conforcncc. you !itulc<.l: 

Thul you were only off cum1>us for npproximntcly 15 111inulc!:l. However, 
when you did retum to your office on campus> you became preoccupfod and 
did not call yourself back in untU approximately 1130 hours. You then 
contacted me to advise me us lo what had occurred . 

You also stated tho.t prior lo leaving cumpus you <.lid notify Mr. Coclmrio, 
Al:lsh;tunt Principal, um.I the personnel al the front <loor. Upon your return, you 
also advised them that you wc1'c back on campus. 

Duling the conforcncc I provided you with the fotlowing guidance and/or 
uireclions; 

I advised you of your responsibility lo properly use the voice mail t.roeking 
system, and continued failure to do so, could lead to future disciplinary 
action. 

Your signatul'e below merely acknowledges that you hnve received a.copy 
of this mcmommlum. If it docs not rclkcl our discussion, · please advise me 
within 30 dnys. 

~ cvinOto. 
J/- s-- ?7 
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DOCUMENTATION OF VERBAL COUNSELING 

DATE: April 11, 2022

BY: Sergeant Doe

SUBJECT: Attendance 

On April 11, 2022, I observed that Deputy Jones did not arrive at work until 8:30 
a.m., thirty minutes after the scheduled start of her shift.

I spoke with Deputy Jones on April 11, 2001 at 10:00 a.m. and asked her why she 
was late in arriving to work.  She responded by saying, “I couldn’t find my keys.”  I 
advised her that this was the third time this week that she had been late reporting for 
work, and she replied that she had a valid reason for each day she was late.  When I asked 
her why she had been late twice earlier in the week, she said that one time there had been 
an accident on the freeway, and the other time her car wouldn’t start. 

I reviewed the importance of being at work on time, and being prepared to work 
at the beginning of the work day with Deputy Jones.  I asked if she was familiar with the 
Department’s policy on attendance, and she said she knew the policy but that the 
circumstances were outside of her control.   

I advised Deputy Jones that all employees were required to adhere to the 
Department’s attendance policy and she stated that she understood and would make a 
better effort to arrive at work on time.   

The meeting concluded at 10:10 a.m. 

____________________________________ ________________________ 
Signature of Employee Date 

_____________________________________ ________________________ 
Signature of Supervisor Date 

For Professional Staff: 

"If you fail to improve your performance to an acceptable level, we will 
consider disciplinary action, up to, and including, termination." 


