MT HOPE COMMUNITY VOL FIRE DEPT GENERAL OPERATING GUIDELINES


DISCIPLINARY ACTIONS

1. Violators of any rule, policy and/or regulation may result in disciplinary action.

2. Disciplinary action is a tool to allow supervisors to deal effectively with members whose performance or conduct is unacceptable.

3. Disciplinary actions are taken to promote the efficiency of department operations.  In exercising discipline, the department will give due regard to each member’s legal rights and will ensure that disciplinary actions are based on objective considerations without regard to age, color, disability, ethnicity, national origin, political affiliation, race, religion, gender, sexual orientation, or other nonmerit factors.

Types of Disciplinary Action

The progressive nature of this list is in no way intended to bind the Chief to a prescribed sequence of Disciplinary Action since some offenses may be cause for immediate suspension or dismissal.

1. Verbal Warning

2. Administrative Counseling

3. Written Warning

4. Suspension

5. Dismissal

Verbal Warning

When the Chief is issuing this warning, he/she shall make every effort to determine and resolve the cause of the problem. Verbal warnings shall be the minimum level of disciplinary action for Class III offenses. The Chief shall state specifically that the employee is receiving a formal warning and that immediate correction or improvement is expected. There shall be a written report put into the members’ file stating the date, brief description of the incident and the Chief’s actions. This documentation shall remain in the personnel file for a period of 12 months.

Administrative Counseling

The Chief may issue an Administrative Counseling record   detailing the offense. The Chief Officer will make every effort to obtain all necessary facts before issuing this record. When issuing this record, the Chief shall also include corrective actions. Administrative Counseling shall be the minimum level of disciplinary action for Class II offenses. Administrative Counseling may also be used for repeated Class III offenses. The Administrative Counseling Action shall be documented in writing, stating the date, brief description of the incident and signed by the employee and the Supervisor or Chief Officer and shall be retained in the employee’s personnel file for a period of 24 months.

Written Warning

The Chief may issue a written warning detailing the offense. The Chief  should make every effort to obtain all necessary facts before issuing this warning. When issuing this warning, the Supervisor or Chief Officer shall also include corrective actions. Written warnings shall be the minimum level of disciplinary action for repeated Class II offenses. Written warnings may also be used for repeated Class III offenses. The written warning shall be documented in writing, stating the date, brief description of the incident and signed by the employee and the Chief and shall be retained in the employee’s permanent personnel file.

Suspension


The Fire Chief can suspend a Member (Paid or Volunteer) for a period of time that he deems appropriate. Suspension shall be the minimum level of disciplinary action for Class I offenses. For an employee all suspensions will be without pay. The Fire Chief shall notify the President of the Board of Directors when any suspension is made. A written record of the suspension shall be documented in writing, stating the date, brief description of the incident and signed by the Chief. It shall be retained in the Employee’s permanent personnel file. 

Dismissal


The Fire Chief can dismiss any Member of the department if he/she determines that this action is necessary to resolve an on-going offense or to resolve an offense that cannot be corrected by any other actions. The Fire Chief shall notify the President of the Board of Directors when any dismissal takes place. A written record of the dismissal shall be documented in writing, stating the date, brief description of the incident and signed by the Chief. It shall be retained in the Employee’s permanent personnel file. 

Appeals


All levels of disciplinary actions may be appealed in person at the Board of Director’s monthly meeting. The Board of Director’s decision shall be final.
Class I Offenses:

· Possession, use or distribution of controlled substances.

· Intoxication while involved in ANY Fire Dept. operation or function.

· Use of medication while on duty, at a Fire Dept. operation, or function, that may alter a person’s ability to function properly.

· Use of alcohol while on duty.

· Theft from co-workers and/or the public.

· Fighting with co-workers.

· Threatening co-workers and/or the public.

· Willful insubordination.

· Conviction of a felony or misdemeanor.

· Falsification of any fire department record.

· Sexual relations on duty.

· Operating a Fire Department vehicle without valid driver’s license.

· Failure to notify Fire Chief of loss of driver’s license.

· Failure to meet minimum 36 hours of annual training.

Class II Offenses:

· Discourtesy to the public.

· Improper behavior while representing the Mt Hope Fire Department in any manner.

· Failure to follow rules, regulations and/or policies.

· Failure to notify the Fire Chief of traffic citation while representing Mt Hope Fire Dept.

· Misappropriation of fire department funds.

· Deliberate destruction of fire department property.

· Absence without authorized leave.

· Violation of confidential matters.

· Sexual, racial, ethnic, or religious harassment.

Class III Offenses:

· Excessive tardiness.

· Excessive absence.

· Deliberate violation of Safety rules.

· Inefficiency or incompetence in duties and responsibilities.

The list of Class I, II, and III offenses should be used as a guide. The Chief is not limited to this list.
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