
Shenandoah County Department of Fire and Rescue 
Standard Operating Guidelines 
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Section #/Title:      Section 1 Rules and Regulations 
  
Article #/Title:       1.2  Disciplinary Actions 
  
Effective Date:      December 5, 2005 
  
Applies To:    [ ] Volunteer   [ X ] Career  [ ] Both 
  
Purpose:  To outline the disciplinary process for fire and 

rescue personnel 
________________________________________________________________ 
  
I. Objective 
 

It is the objective of Shenandoah County to use daily employee 
supervision and counseling, as well as the annual employee performance 
evaluation process, to assist employees in maintaining a high level of work 
performance.  However, there may be instances where disciplinary actions 
must be taken to correct an employee's unsatisfactory performance or 
misconduct.  This section provides the County's policies with respect to 
such discipline. 

 
II. Unsatisfactory Work Performance or Misconduct 
 

The following are examples of unsatisfactory work performance and 
misconduct.  This is not a comprehensive listing; other types of poor 
performance or misconduct may also be used as a basis of disciplinary 
action by department heads, upon consultation with the Chief Personnel 
Officer. 

 
1. Recurring tardiness 

 
2. Abuse of County policy regarding sick leave, 

compensatory time, lunch periods, or vehicle use 
 

3. Sleeping on the job 
 

4. Absence without leave 
 

5. Incompetence or inefficiency in performance of 
required job duties 

 



6. Neglect of work or duty 
 

7. Refusal to comply with instructions of a supervisor, 
unless such instructions would require the employee 
to carry out an illegal or unsafe act 

 
8. Deliberate or careless conduct endangering the safety 

of oneself or others 
 

9. Negligence in the care and handling of County 
property 

 
10. Theft of County or any other property and/or 

equipment 
 
11. Use of offensive, abusive, threatening, coercive, 

indecent, or discourteous language toward 
supervisors, other employees, or members of the 
public 

 
12. Violation of County policy on intoxicants and drugs 

(Section 13.2) 
 

13. Violation of any County policies described in 
Section 15.0 (Political Activity, Conflict of Interest, 
Outside Employment, Harassment) 

 
14. Intentional falsification of personnel records, time 

records, employment application, or any other County 
records or reports 

 
15. Provoking, instigating, or participating in a fight during 

work hours or on County property 
 

16. Unauthorized carrying of a concealed weapon during 
work hours or on County property 

 
17. Conviction of a felony, or a misdemeanor involving 

moral turpitude 
 
III. Disciplinary Actions 
 

The same disciplinary process will be used for all County employees, 
whether classified, probationary, or temporary, full-time or part-time.  The 
discipline of an employee should relate to the seriousness of the 
unsatisfactory performance or misconduct.  Generally, disciplinary actions 



of lesser severity should be applied first with discipline progressing to 
more severe levels and ending with dismissal, if the unsatisfactory 
performance or misconduct continues.  Disciplinary action may be taken 
outside the following sequence where the situation warrants and approval 
from the Chief Personnel Officer is obtained. 

 
(1) Level I Reprimand - a written reprimand from a department 

head to an employee wherein the employee is notified of 
his/her unsatisfactory work performance or misconduct and 
is advised how to correct the problems within a specified 
time frame. 

 
(2) Level II Reprimand - a written reprimand from a department 

head to an employee, wherein the employee is reminded of 
the previous Level I Reprimand, notified of his/her repeated 
or other unsatisfactory work performance or misconduct, and 
is again advised how to correct the problems within a 
specified time frame. 

 
(3) Suspension - written notification, with reasons given, placing 

the employee on leave without pay for a specified period of 
time or until the specified misconduct is discontinued or 
corrected. 

 
(4) Demotion - written notification, with reasons given, demoting 

the employee to a position of lesser responsibilities and 
duties and/or lower pay. 

 
(5) Dismissal - written notification, with reasons given, 

terminating employment. 
 
IV Records of Disciplinary Action 
 

Each written notice of disciplinary action, along with a statement of the 
employee's right to appeal under the grievance procedure, must be hand 
delivered to the employee and signed "received" by the employee or 
mailed to the employee by certified mail (return receipt requested).  The 
signed notice or copy with receipt will be placed in the employee's official 
personnel file.  When twelve (12) months have elapsed from the date of a 
Level I or II reprimand, without the employee receiving an additional 
reprimand or other disciplinary action, the reprimand record will be purged 
from the employee's official personnel file. 

 
 


