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Captains College

Creating Captains

Making Officers
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Discipline

DISCIPLINE IS INTENDED TO CORRECT 

BEHAVIOR

DISCIPLINE SHOULD BE SUITED TO THE 

BEHAVIOR “FIT THE CRIME”

DISCIPLINE SHOULD BE CONSISTENT
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TWO DIFFERENT PATHS 

OF DISCIPLINE:

PERFORMANCE 

(Performance Related)

MISCONDUCT (Policy 

Violations, etc.)
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BEFORE DISCIPLINE 
Communicate to your crew
 What are your expectations?

 Spell it out – talk to your crew

 Have shift meetings periodically

 You are accountable –

“FOR  EVERYTHING!”

 Promote two-way communication

 Some crew members may want to    
speak in private

 Supervisor may want private meeting        
with a subordinate
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BE INTROSPECTIVE 

Officer Duties
 Be a role model

 Would you do it in front of 
the Chief?

 Don’t ask your crew 
members to do something 
that you are not willing to 
do yourself

 Think about when you 
were a firefighter or 
engineer, how would you 
feel?
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SEEK OUT HELP

 Talk to HR Manager via Chain of 

Command    

 Talk to a mentor, a respected 

Captain, or Chief

 Be Careful:  Remember, employee 

issues are confidential.

Follow the Firefighter Bill of Rights.
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BENEFITS OF INVOLVING 

YOUR SUPERVISOR

 Improves consistency

 Supervisor may be aware 
of additional information

 Can inform the chain of 
command

 Avoid surprises should 
issue rise to that            
level (Fire Chief and/or 
City Hall)

 Assist you in being fair, 
thorough and consistent
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USE A TYPICAL DAY AS A 

TEMPLATE

 CREW MEETING/UNIFORM.

 STATION ROUTINE:  CAPTAIN’S EXPECTATION.

 EMERGENCY SITUATIONS.

 PHYSICAL TRAINING / FUNDMENTAL TRAINING

 THIS CAN BE PERCEIVED AS MICRO MANAGING 

IT IS COVERING THE BASES
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DETERMINING WHEN 

DISCIPLINE IS 

APPRORPRIATE?
 Review agency policies

 City Administrative rules

 Civil Service Rules

 P.P.M.

 E.O.M.

 Previous counseling 

sessions
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PROPER DOCUMENTATION OF 

AN INCIDENT

THE BIG 5
 Date, Time, and Location of the incident.

 Specifically what was observed or heard

 What performance standards or rules were 
violated

 Discussions, if any, with the employee involved

 Employees response
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STAGES OF DISCIPLINE

 ORAL COUNSELING:  Include supervisors 

documentation and employee’s dated synopsis of 

meeting.  (this may be a step toward discipline)

 LETTER OF REPRIMAND

 REDUCTION OF SALARY

 SUSPENSION FROM DUTY WITHOUT PAY

 DEMOTION

 DISCHARGE FROM CITY EMPLOYMENT

 LAST CHANCE AGREEMENT (Drug & Alcohol)
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“COACHING SESSION”

 Used for minor 

performance problems

 Used when supervisor 

believes issues can be 

corrected by discussion

 Can be used when 

there is a change in a 

previously satisfactory 

employee

 Does not need to 

precede  “Letter of 

Reprimand”
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VERBAL WARNING

“COUNSELING”
 Discussion between the 

employee and supervisor 
regarding work performance

 Employee not meeting 
performance standards or 
violated policy

 Not used in cases of gross 
misconduct

(this may result in a written)

 Verbally notifies the employee 
the performance or behavior 
must be improved

 No right to representation 
during counseling

 Should be conducted in 
private
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VERBAL WARNING

“COUNSELING”
Thoroughly discuss issue and its 

impact

Make it clear to the employee that 
there must be a change in 
performance or behavior

Allow employee to share feelings

Two-way conversation 

Keep on task
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VERBAL WARNING

“COUNSELING”
Clearly outline the needed change in 

behavior/performance

Cite examples

Make sure employee understands needed 

changes (repeat back)

Written documentation should accompany 

this “verbal warning”

Cite specifics in the written documentation

 Include:  date and content of warning
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VERBAL WARNING

“COUNSELING” 
Set up a goal plan for improvement

May precede formal written discipline, 
“letter of reprimand”

Have employee e-mail you a dated 
synopsis of the meeting 

Keep the Division Chief informed from 
beginning to the end.  This includes 
results of “goal plan for improvement”
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“LETTER OF REPRIMAND”

Used if performance doesn’t improve after 
Oral Counseling

Reinforces Oral Counseling

Formal notice to employee that his/her 
performance or behavior is unsatisfactory

Considered a “Formal” written warning and 
placed in employees file

Written request to City Manager for removal 
after 2 years and annually there after if 
requested by employee
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LETTER OF REPRIMAND

“CHECKLIST”
Written instructions should:
 Reference problem and prior action 

taken (this is foundation of the letter).

 The date and time of the event which 
caused the reprimand.

 What rule, policy was violated.

 What the employee is being directed to 
do to correct the situation 
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LETTER OF REPRIMAND

“CHECK LIST”

Follow-up plan describing when and how  

the supervisor will assess the employees 

compliance with the plan.  

 Consequences for failure to improve.

 Allow for rebuttal.

 Advise as to appeals process (two-year 

removal of letter).

 Keep Division Chief notified of situation.
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On the Spot Suspension

When:

1) Risk to the safety of co-workers or 

public

2) Violation of threat policy
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Discipline Summary

 Communicate 

1) Employees should not be surprised

 Document

1) Most progressive discipline is based 

on  the documentation of the 

company officer

 Keep supervisor informed
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