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Discipline Guideline
I. Purpose:  
The purpose of this guideline is to provide for the implementation of disciplinary action should it become necessary. 
II. Guideline:  
a. Discipline shall be used in a manner to correct an individual’s behavior, utilizing the least amount of discipline required to do so.  However, under no circumstances is a Chief Officer bound to follow the various forms of discipline in the order of their listing.  The type of discipline shall be determined on the following factors:
i. History and timing of past violations
ii. History of past disciplinary action
iii. Nature and seriousness of the offense
b. Manner of Discipline
i. Oral reprimand:  If a Chief Officer has reason to discipline an individual, it shall be done in a manner that will not embarrass the individual before other personnel or the public.  

1. The Chief Officer must inform the individual that they are receiving an oral reprimand and their rights to appeal such action.  
2. The individual shall also be given the reasons for such discipline.

a. This may include names of witnesses and copies of pertinent documents.  

b. Common sense must be used when including names into the process.
ii. Written reprimand:  For discipline other than oral reprimand, prior to notifying the individual of the contemplated measure of discipline to be imposed, the Chief Officers shall meet with the individual and inform him/her of the reasons for such discipline.  Nothing in the section shall preclude the reduction of anticipated discipline to the level of an oral reprimand.
1. In the event disciplinary action is taken against an individual, other than the issuance of an oral reprimand, the Chief Officer shall promptly furnish the individual in writing of a clear and concise statement of reasons.  
2. The measure of discipline and statement of reasons may be modified, especially in cases involving a suspension pending discharge, after the investigation of the total facts and circumstances.  
3. Once the measure of discipline has been determined and imposed the Chief Officer shall not increase it for the particular act of misconduct which arises from the same facts and circumstances.
iii. Suspension Pending Discharge:  A Chief Officer may suspend an individual for up to thirty days pending the decision whether or not charges for discharge shall be filed against the individual.
iv. Termination:  Notice shall be given in writing.
v. Written Warning

1. Any written warning or discipline imposed shall be removed from the individual’s personal record if from the date of the last warning or discipline one year passes without the individual receiving any additional warning of discipline for such action.  
2. Such removal shall be at the written request of the individual, but, in any case shall not be used against the individual.
c. Appeal of any disciplinary action may be made in writing to the Board of Trustees of the Coal City Fire Protection District.  

i. The Board of Trustees must act upon the appeal within a reasonable period of time.
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