SAMPLE LANGUAGE  -  DISCIPLINARY ACTION
The reason for setting forth Municipality rules is to provide a guide to employees so that their actions will not interfere with orderly and proper procedures. The purpose of disciplinary action is not to punish but to discourage repetition of misbehavior by the offender or by another following the employee's example. The rules listed below, not excluding others, are designed to fairly and impartially regulate an employee's actions. It is not possible to draft rules of conduct so that every potential inappropriate action is met with a specific rule. An employee will not be immune to disciplinary action simply because the employee engages in improper conduct not specifically governed by one of the below listed rules.
The violations of some rules are more serious than the violations of others. Where appropriate, it is the policy of the Municipality to utilize progressive discipline. Disciplinary action may include an oral warning, written reprimand, suspension or discharge, depending on the severity of the misconduct. All disciplinary action, including oral warnings, shall be documented in writing with copies placed in the employee's personnel file. Employees are required to sign the written documentation of the disciplinary action in order to acknowledge receipt of a copy.
Progressive discipline will generally not be used for employees during their probationary period and for any extensions of the probationary period.
Disciplinary action or dismissal may result from work-related offenses, which will include, but not be limited to:
1. Conviction of a crime.
2. Insubordination, including deliberate refusal to comply with work assignments or instructions.
