
DISCIPLINE 
The following are examples of types of behavior which may result in discipline and very 
likely termination.  This is by no means an exhaustive list, but merely illustrates the type 
of behavior not consistent with the general expectations of professional behavior 
highlighted earlier 
 Using alcohol, marijuana, illegal drugs, abuse of non-prescription or prescription 

drugs or other controlled substances on the job, or arriving on the job under the 
influence of any of these substances 

 Insubordination 
 Violation of a lawful duty 
 Dishonesty / stealing 
 Conviction of a felony or misdemeanor involving moral turpitude 
 Habitual absence or tardiness for any reason 
 Absence from work without first notifying and securing permission from the 

appropriate supervisor 
 Inability, refusal or failure to perform the duties of the assigned job 
 Violation of the duties or rules imposed by this manual or any other City rule, 

regulation, administrative order or applicable State law 
 The Federal Way Community Center operates under the principle of an at-will 

relationship.  This means that neither you nor the Federal Way Community Center 
has entered into a contract regarding the duration of your employment.  You are free 
to terminate you relationship with the Federal Way Community Center at any time, 
with or without reason.  Likewise, the Federal Way Community Center has the right 
to terminate the relationship at any time without reason 
 

The following are general guidelines for all departments on normal disciplinary 
actions: 

ACTION DISCIPLINARY ACTION 

Not showing up for a shift 
with or without contact 
with your supervisor 

 1st offense: Verbal or written warning from supervisor 
or termination 

 2nd offense: Termination 

Poor performance  1st offense: Verbal warning and additional training with 
supervisor 

 2nd offense:  Written warning 

 3rd Termination 

Violation of Expected 
Professional Behavior 

 1st offense: Verbal or written warning  from supervisor 

 2nd offense:  Suspension or Termination 

 3rd offense    Termination 

Tardiness  1st offense:  Verbal warning from supervisor 

 2nd offense:  Written warning from supervisor 

 3rd offense:  loss of shift or Termination 

Impairment   1st offense:  Drug tested.  Termination if test is positive 

Theft (removing city 
property from the building 
without permission)  

 1st offense:  Termination and potential prosecution 
 



Theft (unauthorized use 
granted – sneaking in 
friends/family) 

 1st offense:  Verbal warning from supervisor 

 2nd offense:  Termination 

Internal or external 
customer service 
complaint 

 1st offense:  Verbal warning from supervisor 

 2nd offense:  Written warning or termination depending 
on severity of complaint 

 
 
Verbal Warning: 
A verbal warning is defined as cautioning an employee that a specific prior action was in 
violation of the rules and that repetition of the action will be grounds for further 
discipline.  A verbal warning may be given for minor incidents or to bring to the attention 
of an employee potential work performance problems.  Verbal warnings should include 
an explanation of the violation or problem and a request for corrective action on the part 
of the employee.  When a verbal warning is given, the employee is to be advised that 
the action will be noted in department records.  The employee should also be told that if 
the violation is repeated, or if subsequent violations occur, more severe discipline, up to 
and including termination, may be imposed.  A notation of each verbal warning should 
be placed in a file and maintained by the supervisor for future reference. 

 
Written Warning: 
A written warning may be given for a more serious incident or when the employee, who 
has been verbally warned for minor incidents or problems in their work performance, 
repeats them or fails to take corrective actions.  Written warnings should contain a 
statement of the facts surrounding the incident, the employee's explanation and reason 
for the incident or violation, the required corrective action to be taken by the employee 
and the time frame for accomplishment, and a statement indicating that further 
disciplinary action may follow if correction is not achieved.  Written warnings should be 
signed by the employee, the direct supervisor, the division manager (if applicable) and 
the department director.  
 
Suspension/Final Warning: 
A suspension may be given for serious violations of employee rules of conduct which 
are not deemed sufficient justification for immediate discharge, or for repeated violation 
incidents, or for failure to correct an action for which a written warning was previously 
given.  A suspension is time off without pay for disciplinary reasons, and will be for as 
long as the City determines is reasonable and necessary for a specific violation.  A 
written statement should indicate the event or events which led to the suspension, the 
duration of the suspension, required corrective action on the part of the employee, the 
employee's explanation or comment, and a statement indicating that a suspension is a 
"final warning" and further indicating that the employee will be discharged upon the 
occurrence of another infraction or unless corrective action is taken within the stated 
period of time.  This statement should be signed by the employee, the direct supervisor, 
the division manager (if applicable) and the department director. 
 
 



Discharge: 
Discharge may be recommended for very serious violations, or when the desired 
corrective action of an employee was not achieved through prior disciplinary action.  
The direct supervisor will prepare a written report to his or her division manager (if 
applicable), department director, City Attorney, Human Resources Manager, and the 
Management Services Director (responsible for the City's Human Resources function).  
The written report should include the reason(s) for the discharge recommendation, 
information regarding previous disciplinary action(s), a brief summary of the employees' 
past work record and length of employment with the City, and any other relevant 
information.  The direct supervisor, division manager (if applicable), department director, 
City Attorney, Human Resources Manager and Management Services Director will 
process the case together and present their findings and recommendations to the City 
Manager.  Before a final decision is made regarding a discharge, a meeting shall be 
convened to provide the employee with notice of the charge or grounds for termination 
and a summary of the City's evidence.  The employee will have the opportunity to 
respond, either verbally or in writing, and to explain why the City should not go ahead 
with the discharge.   Should the City Manager determine to proceed with the discharge, 
or some alternative disciplinary action, the City will give the employee written notice of 
discipline.  
 
Documenting Disciplinary Action: 
When documenting disciplinary action it is important that the documentation be factual 
and complete.  The documentation should contain a clear description of the behavior 
that prompted the discipline, and should inform the employee exactly how his or her 
conduct must change and in what time frame. 
The documentation of a verbal warning need not be given to the employee (since is a 
verbal warning), but the documentation should be retained in a file.  Otherwise, there 
will be no record that the verbal warning was, in fact, given particularly if the employee 
forgets or denies having received it. 
The statement of disciplinary action form which follows may be used as a guide for 
supervisors and managers when taking disciplinary action.  Other formats may be used 
provided that all the requested information is included. 
Human Resources are available to consult with supervisors regarding employee 
performance and discipline issues.  
 
Stop Usage: 
The Federal Way Community Center operates under the principle of an at-will 
relationship. This means that neither you nor the Federal Way Community Center has 
entered into a contract regarding the duration of your employment. You are free to 
terminate your relationship with the Federal Way Community Center at any time, with or 
without reason. Likewise the Federal Way Community Center has the right to terminate 
the relationship at any time without reason.  
 


