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Discipline Policy

Preamble:

There are certain standards of behavior which we must all observe as good citizens and good
employees. All employees are expected to perform their jobs with prideand respect for our city and
with consideration for their associates.

Generally, conduct which is unprofessional, unethical or illegal will not be tolerated. Among some
of the City’s expectations are: courtesy and respect towards the public and fellow employees;
adherence to City policies. procedures, safety rules, and safe work practices: compliance with
directions from supervisors: avoidance of behaviors which conflict with business necessity and
municipal interests; and, avoidance of behavior which is illegal, unethical, or unbecoming of an
employee of the City.

In the event that a workplace policy or procedure is violated, the City may provide notice to the
employvee and impose discipline, which may include coaching and counseling, a verbal warning,
a written warning, suspension, or termination. It is the policy of the City of Bridgeport to
administer discipline fairly, reasonably. and consistently. It is the responsibility of the supervisor to
monitor compliance with this policy. The City reserves the right to suspend an employee with or
without pay pending an investigation of an incident or alleged incident. The discipline of an employee
is considered a serious management decision. Discipline will be imposed only after notice and due
process, which shall include an investigation of the facts and an opportunity for the employee to
address the alleged violations.

This policy should be read in conjunction with all applicable collective bargaining agreements and
state and federal laws. "

Continuum of Discipline:

The City of Bridgeport views the disciplinary process along a continuum wherein the level of
discipline being imposed is based on the nature, severity, and/or frequency of the violation(s). as
well as the past history of discipline with the particular employee. Generally, less serious infractions
will be treated with lesser forms of discipline, whereas more severe conduct can lead to higher forms
of discipline. including immediate termination. The purpose of the continuum is to provide
employees with ample opportunity to correct their actions, while balancing the emplover’s rights to
consider the severity of a certain oftense. operational needs. and equal treatment among employees.



Often. discipline is “progressive” in nature—that is, if an employee engages in repeated violations of
workplace policies or procedures. discipline will “progress™ to more serious steps along the
continuum. The violations do not need to be the same as the prior conduct in order for the supervisor
to progress to more serious discipline along the continuum, although the relationship between recent
and prior conduct may be a factor in determining appropriate discipline to impose in a given
situation.

It is also important to note that, in some cases, it is appropriate to skip steps along the continuum
based on the nature, severity. and/or frequency of the violation(s). or for steps along the continuum
to be repeated, taking into account mitigating circumstances. Ultimately, discipline imposed by a
supervisor must be fair and appropriate taking into account the facts and circumstances of the case,
as well as employee’s prior employment and discipline history.

Below are each of the steps along the Continuum of Discipline explained in greater detail:

Coaching and Counseling:

(a) The first step to correcting employee patterns before they advance to formal discipline is
starting a dialogue. Although not technically discipline under the City’s collective bargaining
agreements, coaching and counseling an employee is often a good starting point for improving
employee performance, increasing open communication, and strengthening City department
operations.

(b) Non-disciplinary coaching and counseling is advisable for two reasons:

(1) It provides employees with an opportunity to rehabilitate themselves and correct
behavior without significant disciplinary consequences; and.

(2) It can support a supervisor’s subsequent disciplinary decisions, if necessary, as
evidence of past conduct and notice to the employee regarding the impropriety of the
behavior.

(¢) Coaching and Counseling is advised to be documented by a supervisor for future reference,
and may be imposed by the supervisor without consultation from Labor Relations.

Verbal Warning:

(a) A documented verbal warning should be issued when a supervisor feels, given the nature,
severity. and/or frequency of the violation, that a formal warning should be issued to the
employee to notify the individual of their behavior and appropriate corrective action. This is
particularly appropriate when the employee has previously received coaching and counseling
tor the same or similar behavior.

(b) The verbal warning must be documented by the supervisor within a reasonable time after the
warning has been verbally given. The employee does not need to formally acknowledge
receipt of the documentation of such verbal warning. Documentation of the verbal warning
should be kept on record in the employee’s personnel file.

(¢) A verbal warning may be imposed by the supervisor without consultation from Labor
Relations. although the documentation of this disciplinary action should be forwarded to the
Office of Labor Relations to be placed in the employee's personnel file.



Written Warning:

(a) A written warning should be imposed when the supervisor feels. given the nature, severity,
and frequency of the violation, that the violation merits more than a verbal warning but less
than a suspension or termination. A written warning is also appropriate in situations in which
the employee has already been issued a verbal warning for prior violations of workplace
policies and procedures.

(b) The written warning must be documented by the supervisor and acknowledged by the
receiving employee. If the employee refuses to sign the written warning. the supervisor will
ask another supervisor to witness the notice provided and attest by their signature to the
issues discussed. The supervisor will then document the employee’s retusal to sign and place
the documentation in the employee’s personnel file.

(¢) A written warning may be imposed by the supervisor without consultation from Labor
Relations, although the documentation of this disciplinary action should be forwarded to the
Office of Labor Relations to be placed in the employee's personnel file.

Suspension Without Pav:

(a) A suspension without pay for an appropriate period of time should be imposed when the
supervisor feels, given the nature, severity, and frequency of the violation, that the violation
merits more than a written warning but less than termination. A suspension is also
appropriate in situations in which the employee has already been issued verbal and/or written
warnings for prior violations of workplace policies and procedures.

(b) A suspension must be documented by the supervisor and acknowledged by the receiving
employee. If the employee refuses to acknowledge the suspension, the supervisor will ask
another supervisor to witness the notice provided and attest by their signature to the issues
discussed. The supervisor will then document the employee’s refusal to sign and place the
documentation in the employee’s personnel file.

(c) A suspension for any amount of time may not be imposed by any supervisor until such
supervisor has informed and obtained the approval of the Office of Labor Relations and
Office of Civil Service. Documentation of this disciplinary action must be forwarded to the
Office of Labor Relations to be placed in the employee's personnel file, and notice shall be
given to the Chief Administrative Officer of the discipline.

Termination:

(a) Termination should be imposed when the supervisor feels, given the nature, severity, and
frequency of the violation. that the violation merits more than a suspension without pay.
Termination is also appropriate in situations in which the emplovee has already been issued
verbal, written warnings, and/or suspensions for prior violations of workplace policies and
procedures.

(b) Termination must be documented. acknowledged by the receiving employee. and forwarded
to the attention of the Oftice of Labor Relations and the Oftice of Civil Service. If the
employee refuses to sign the notice of termination. the supervisor will ask another supervisor
to witness the notice provided and attest by their signature to the issues discussed. The
supervisor will then document the employee’s refusal to sign and place the documentation in
the employee’s personnel file.



(¢) Termination may not be imposed by any supervisor until such supervisor has informed and
obtained the approval of the Office of Labor Relations and Oftice of Civil Service.
Documentation of this disciplinary action must be forwarded to the Office of Labor Relations
and Office of Civil Service to be placed in the employee's personnel file and notice of the
discipline shall be immediately given to the Chief Administrative Officer.

ITI.  Example Violations of Work Policies and Procedures (Not All Inclusive):

Below is a list of violations of workplace policies and procedures. This is not an all-inclusive
list of such potential violations as it is not possible to list all of the facts and circumstances
which can result in disciplinary action and/or termination.

1. Falsifying a time record. or having your record of work/attendance completed by another
employee not authorized by the City.

2. Unauthorized use of, possession of, or willful destruction of City property or personal
property of another employee.

3. Possession of, or being under the influence of, narcotics, illegal drugs or alcohol on City
property without specific work-related authorization.

4. Possession of firearms, lethal or dangerous weapons, or any type of dangerous
ammunition or materials on City premises without the proper authorization and permits.

5. Physical violence, threats of violence, fighting, or promoting a fight on City property.

6. Unauthorized selling or soliciting of any kind during working time, in a work area, or by
use of the City electronic mail or computer network.

7. Leaving the work area or premises during working hours without authorization.

8. Disregard of safety rules or unsafe work habits including, but not limited to. failure to
use safety equipment, clothing, or uniforms.

9. Behavior that disrupts the work environment to include indecent. inappropriate. or
immoral conduct.

10. Insubordination — Refusal to obey a lawful assignment or instruction. behavior which is
argumentative and/or uncooperative. or words/conduct which tends to question and/or
undermine the authority of a supervisor.

11. Wasting time. energy or supplies during course of shitt.
12. Inability to properly perform job functions as outlined on job description.
13. Sleeping on duty.

14. Foul or abusive language directed at co-workers, visitors. clients or taxpayers.



15. Neglect or mishandling of equipment or supplies including, but not limited to,
computers, networks. and digital records (data), or failure to report lost or stolen
equipment or data.

16. Violation of policies on absenteeism, tardiness. and attendance.

17. Dishonesty including, but not limited to, falsification of employment application forms
or other records, omissions of pertinent information, or giving false or misleading
statements.

18. Thetft.

19. Failure to maintain appropriate confidentiality. Public officials and employees shall not,
except as required for the performance of their duties, disclose confidential information
gained by reason of their position or use such information for their personal interest.

20. Malicious gossip that is disruptive to the operation of the City or harmful to a fellow
employee.

21. Violation of any City policies including. but not limited to. the City’s Sexual
Harassment Policy and the Computer, Internet and E-mail Usage Policy.

22. Acts of harassment or act of discrimination that are prohibited by federal, state or local
laws, or failure to fulfill a responsibility to report incidents of harassment or
diserimination to an appropriate City management representative.

23. Improper use of City issued devices and/or any other City issued equipment or vehicles.
24. Use of City time, equipment or facilities for private gain or other non-City purpose.
25. Offenses which constitute a breach of fiduciary responsibility and/or of public trust.

26. Engaging in activities that pose a conflict of interest (or potential conflict of interest)
with your duties and obligations to the City.

27. Improper or unauthorized use of any Internet or social media platform for non-
business-related purposes where vou identify yourself as a City employee and post
photographs, text, video. and/or audio that reasonably could be viewed as malicious.
obscene, threatening. intimidating, harassing, bullying. or disparaging to the City or co-
workers.

28. Failure to maintain necessary licensure to perform job duties (e.g. CDL license.
Driver’s License. state licensure. work visa. certifications required by law).

29. Other—Acts or conduct that would be considered inappropriate for a City of Bridgeport
employee performing in their employment capacity.



