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154. 01 DISCIPLINE GENERALLY
 

On-the-job conduct of District employees affects the ability of the District to serve its citizens and affects the
taxpayer’s impression of District government.  Employee safety, public safety, productivity, and morale are
dependent upon employee conduct.  Occasionally it is necessary for supervisors to resort to corrective action
when other actions are inappropriate, or when a particular employee fails to respond to informal guidance.
 
In order to provide a fair method of coaching, and when necessary, disciplining employees, the  
District’s Fire Chief will use progressive discipline procedures to the extent appropriate under the    
circumstances in the District’s judgment.  This section concerning discipline does not apply to the District’s
Fire Chief, who serves under the terms of an employment agreement.
 
When administered appropriately and professionally, discipline typically ends at the coaching / counseling
phase because most employees want to be successful. Therefore, officers engaging in the disciplinary process
should remember that it is their job to use these opportunities to help an employee become successful and
provide them with the tools needed to fulfill their professional goals.  
 

      CORRECTIVE ACTION - GENERAL GUIDELINES
 
                      A.  Corrective action may be initiated for many proper reasons, including, but not limited to,
                      violations of the work rules, insubordination or poor job performance.  The severity of the
                     action generally depends on the nature of the offense and an employee’s work record, and may
   
                     range from verbal counseling to discharge.
 

B.   Corrective actions for poor performance or misconduct include:
 
1.    Coaching and counseling
2.    Written warning
3.    Temporary reduction in pay in lieu of suspension

Suspension
Demotion
Discharge

 
Any or all of these steps may be utilized, depending upon individual circumstances and the nature of

the infraction.  Exceptions or deviations from the normal procedure may occur whenever the District
deems it appropriate, on a case-by-case basis.
 

c. Coaching and counseling for firefighters shall be administered by Company Officers. The
intent of coaching and counseling is to help a member become successful. It is highly
encouraged that Company Officers providing coaching and counseling utilize the
following guidelines when interacting with a subordinate:
1. Focus on the behavior and not the individual. Explain how the behavior has a

negative impact on the organization and fellow firefighters.
2. Attempt to tie the negative behavior to a policy and provide a copy of the policy

to the employee for their review.
3. Provide open, honest and respectful feedback to the employee in an effort to help

them become successful.
4. Conduct yourself professionally and respectfully at all times. Remember the

coaching and counseling is intended to encourage success, not be punitive.

4.
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3. Provide open, honest and respectful feedback to the employee in an effort to help
them become successful.

4. Conduct yourself professionally and respectfully at all times. Remember the
coaching and counseling is intended to encourage success, not be punitive.

5. Provide a short narrative describing the coaching / counseling session to the
Operations Chief for their records and to provide them with a historical
background if discipline progresses to higher levels. Documentation of the event
should include the date and time the coaching / counseling session took place, any
policies that were reviewed, and the name of the firefighter(s) receiving the
coaching / counseling.

d. Formal corrective action in the form of a verbal warning shall only be administered by an
officer with the rank of Battalion Chief or higher. Written warnings shall only be
administered by supervising Division Chiefs, Administrative Staff Managers with
supervisory responsibilities, or the Fire Chief. Suspension, demotion, or discharge shall
be administered by the Fire Chief.

e. The officer or manager administering a verbal warning or higher level form of discipline
shall advise the employee or firefighter they are receiving the level of discipline being
administered at the beginning of the interaction with the employee or firefighter. Under
no circumstance should the employee or firefighter ever be surprised after the interaction
that they have entered the progressive discipline process.

 
SUSPENSION OF SALARIED EXEMPT EMPLOYEES
 
No salaried exempt employee will be suspended by the District except for serious misconduct which
does not warrant discharge and in such a case the employee must be suspended for not less than one
full work week.

 
APPLICATION OF PROGRESSIVE PROCEDURES

 
For performance deficiencies, employees will normally be verbally counseled once before receiving
a written warning.   A supervisor may or may not choose to make the imposition of a verbal warning part of the
employee’s personnel file.
 
DEPRIVATION PROCEDURE
 
Pre-Deprivation Conference:  If the Fire Chief determines there is cause for the discharge, suspension or
demotion of an employee, the Fire Chief shall notify the employee in writing of the specific reasons and that a
suspension without pay, demotion and/or discharge is being considered.  The employee shall be provided with
the facts upon which the actions are based.  The Fire Chief shall afford the employee a formal opportunity to
refute the charges during a scheduled pre-termination hearing.  Upon completion of the pre-termination hearing
the Fire Chief will decide to proceed with termination or impose a lesser degree of corrective action.
 
All pre-discharge hearings shall be scheduled within three (3) working days after notice of action has been
given.  If an employee needs more time to prepare for the hearing, the Fire Chief may extend the date of the pre-
termination hearing.  

 
APPEAL OF DISCIPLINE ACTION

 
A. Right to Appeal from Discipline: Any regular employee subordinate to the Fire Chief who has been
suspended, reduced in pay, demoted or dismissed, shall have the right of appeal to the Board of Directors.
 Notice of the appeal must be filed not later than ten (10) days of the effective date of the action.  The notice of
appeal shall include at least the following information: (1) a statement of the complaint and the facts upon which
it is based; (2) the action requested; (3) a statement of the reasons why the action is appropriate; (4) a statement
of any policies, procedures or law or rules which have not been adhered to or which should be followed.  The
appeal shall be heard by the Board President within twenty (20) days after receipt of the request.  The Board
President shall furnish the Fire Chief with a copy of the notice of appeal in advance of the hearing.
 
B.   Who May Appeal:  Only regular employees not excluded from the application of these policies have a

right to appeal disciplinary actions.  In addition to formal appeals under this section, the Fire Chief
may give consideration to all suggestions and complaints that concern administration of the personnel
policies.

 
C.  Investigations:   In connection with an appeal or complaint, with respect to any matter arising

 under these personnel policies, the Fire Chief may conduct an investigation as he deems 
 necessary.  The Fire Chief shall make a written report upon all matters investigated under

the  personnel policies.
 
D.   Hearings on Appeal:
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the  personnel policies.
 
D.   Hearings on Appeal:


1. Procedure:   The Board President shall set a hearing upon timely requests made under this

policy.  The employee and the Fire Chief shall be given written notification of the time and place
of the hearing.

 
 The order of the procedure at the hearing will be as follows:


The Fire Chief Officer will set forth the reasons for the action and

               the facts on which it is based.  The employee may conduct cross-examination,
              if appropriate.

 
The employee may present evidence in support of the appeal with or without

        the assistance of legal counsel or other representative.
 

The Fire Chief may cross-examine or submit evidence in rebuttal or both.
 

Opening statements, if any, will be brief and confined to the issues.  Closing
argument, if any, will be first by the Fire Chief, then by the employee.  The Fire Chief may
offer rebuttal evidence, if desired.


e.   Evidence of a type commonly relied upon by reasonably prudent persons in the
       conduct of their serious affairs shall be admissible.  Irrelevant, immaterial or

             unduly repetitious evidence may be excluded.  Affidavits and counter-affidavits              
        are acceptable as evidence.  If either party intends to rely on an affidavit, it shall

             provide the other party with such affidavit together with the name, address
and           telephone number of the affiant at least ten (10) days prior to the
hearing or such                       affidavit shall be inadmissible.


2. Conduct of Hearings:  A hearing before the Board of Directors is intended solely for the

 purpose of receiving evidence either to refute or substantiate specific charges  
  charges brought by the Fire Chief.  The hearing shall be conducted
accordingly.  The  Board President may impose limits on questioning in the
interest of the orderly conduct of

 the hearing and fairness.
 

3.  Counsel or Representative: In appealing a disciplinary action to the Board President, an
 employee may, but is not required to, have counsel or other representative.

 
4. Board President Findings: If, after receiving evidence presented in hearings on

disciplinary actions, the Board President finds that sufficient evidence supports the charges,
that the  complained-of action taken by the Fire Chief was reasonable and was
taken for a   proper reason consistent with policy, the Board President may affirm the
action; if the Board President finds that the complained-of action taken by the Fire Chief was
not so made, the Board  President shall fashion an appropriate remedy and the personnel file
shall be purged of such record.  The Board President, in lieu of affirming the disciplinary action,
may modify the  discipline as the circumstances warrant.
 
  At the time of the filing of the request of the appeal with the Board President, the Fire

Chief shall supply the employee with an outline of the procedures used by the Board
President. The

decision of the Board President shall include findings of facts and shall be final.
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