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ORDINANCE f ZE 4 ‘;

AN ORDINANCE amending Seattle Municipal Code Section 4.04.230, Progressive discipline, to
expand the circumstances under which an employee may be disciplined for prohibited acts.

BE IT ORDAINED BY THE CITY OF FSEATTLE AS FOLLOWS:

Section 1. Seattle Municipal Code Section 4.04.230 (Ordinance 107790, as amended) is further
amended as follows:
S.M.C. 4.04.090 Progressive discipline

A. In order of increasing severity, the disciplinary actions which his/her supervisor may take against an
employee for inappropriate behavior or performance include:

1. A verbal warning, which shall be accompanied by a notation in the employee's personnel file;
2. A written reprimand, a copy of which must be placed in the employee's file;

3. Suspension up to thirty (30) days;

4. Demotion;

5. Discharge.

B. Which disciplinary action is taken depends upon the seriousness of the affected employee's conduct;
except, in the absence of mitigating circumstances, a verbal warning or a written reprimand shall not be
given for a major disciplinary offense.

C. Suspension, demotion or discharge shall be approved by the employee's department head in writing.
An hourly employee may be suspended up to one (1) day without the department head's approval for

emergency situations, in accordance with rules promulgated by the Director. Suspensions of
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nonrepresented salaried employees shall be in increments of no less than one (1) week; provided, that when
discipline is administered for major safety violations, suspensions of at least one (1) day but less than one
(1) week may be approved.

D. Disciplinary actions shall be reported by the department head to the Personnel Director for records
purposes, and the Personnel Director's use in compiling guidelines for like treatment of like behavior from
department to department.

E. The Personnel Director may establish rules for application of discipline which are consistent for like
behavior from department to department. A department may, by rule, be permitted to impose a more severe
penalty than is otherwise sanctioned where misconduct which may be of minimal significance to other
departments has a substantial impact on the operations, costs, or safety within that department.

F. The following is a nonexclusive list of major disciplinary actions where a verbal warning or written
reprimand will not be appropriate in the absence of mitigating circumstances:

1. Assault or threat toward another person; |
2. Being impaired or affected by and/or testing positive for alcohol or a controlled substance during
working hours or using or possessing alcohol or a controlled substance at the workplace;
3. Use of City time, equipment or facilities for private gain or other non-City purpose;
4. Falsifying or destroying the business records of the employer at any time or place, without
authorization;
5. Knowingly making a false statement on an application for employment or falsifying an employment
related examination score;

6. Intentional damage to or theft of the property of the City, another employee, or others;
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7. Carrying or otherwise possessing firearms or any type of weapon in the course of employment, except
as authorized by the appointing authority;

8. Unauthorized absence;

9. Endangering the safety of, or causing injury to, the person or property of another through negligence
or intentional failure to follow policies or procedures;

10. Making a bribe, accepting a bribe, or soliciting a bribe;

11. A knowing or intentional violation of the City Code of Ethics;

12. Conviction of any felony or misdemeanor crime that is or may be work related, or may impair the
employee's ability to perform his/her job duties, whether committed at or away from the worksite or during

or outside working hours;

13. Acts of racial/sexual harassment and/or acts of discrimination that are prohibited by federal, state, or
local laws, or a failure to fulfill a responsibility to report incidents of harassment and/or discrimination to

an appropriate City manager or Human Resources employee; or

14. Other offenses of parallel gravity.
G. Where an employee is accused of any action

which, if proven, would be grounds for removal of that employee from his/her position of employment, the
appointing authority may suspend the employee pending investigation of the matter. An employee who is
suspended without pay and who is finally exonerated, shall be reinstated and awarded back pay and
benefits.

H. Conviction of a crime shall not disqualify a person from City employment, except where the
conviction is for conduct reasonably related to the work the applicant would be performing for the City,

and the conviction is less than five (5) years old.
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I. A department which takes a disciplinary action that is subject to appeal to the Civil Service
Commission shall inform the employee in writing that:

1. He or she has the right to appeal to the Civil Service Commission;

2. To appeal, the employee must file a statement with the Civil Service Commission within twenty (20)
days; and

3. The twenty (20) days begin to run on the date of delivery if the notice is given to the employee
personally or delivered to his or her most recent address shown on departmental records; and on the third
day after the date of mailing if the notice is mailed. This ordinance shall take effect and be in force thirty
(30) days from and after its approval by the Mayor, but if not approved and returned by the Mayor within
ten (10) days after presentation, it shall take effect as provided by Municipal Code Section 1.04.020.

Passed by the City Council the 1** day of Neveynzer., 1997, and signed by me in open

session in authentication of its passage this i it day of o Ve rnpoho
" | /‘{ ¢ ; )\‘_ﬂaﬂ |
s i ind
L M

#f the City Council

President g g

) // I rpn s 4 L AL -

" City Clerk

(Seal)




Memorandum

TO: Margaret Carter
FROM:  Matthew Fox
DATE:  November 12, 1997

RE: Titles of legislation for referrals calendar
We will have the following legislation prepared ASAP

AN ORDINANCE amending Seattle Municipal Code Section 4.84.020, Annual Award
Program, S.M.C. Section 4.92.010, Suggestion Award Program, and SM.C.
4.94.020, Safety and Performance Awards to exclude certain employees from
participation in awards programs.

CRIII782

™\ AN ORDINANCE amending Seattle Municipal Code Section 4.04.230, Progressive
discipline, to expand the circumstances under which an employee may be
disciplined for prohibited acts.

A RESOLUTION amending and superseding Resolution No. 29014, to re-affirm the
City’s policy on workplace harassment, encourage prompt reporting and
investigation of workplace harassment, and adopt revised uniform procedures
for investigating and resolving harassment complaints in the City’s workplace. .
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ORDINANCE

BEITO .PiiAINED BY THE CITY OF SEATTLE AS FOLLOWS:
\; "i??
Sectlon“l. Seattle Municipal Code Section 4.04.230 (Ordinance 107790, as amended) is further
%)

amended as follows: R
S.M.C. 4.04.090 Prog’n&essgve discipline

A. In order of mcreasmg\‘se\fenty, the disciplinary actions which his/her supervisor may take against an

employee for inappropriate be : av1or Q}‘ perfonnance include:

[

. A verbal warning, which shzﬁ’ .oe ac‘t;pmpamed by a notation in the employee's personnel file;

2. A written reprimand, a copy of w ich must be placed in the employee's file;

. Suspension up to thirty (30) days; %,

[98)

4. Demotion; y
™,

. Discharge. B. Which disciplinary action is taken ékapend&

W

upon the seriousness of the affected employee's conauct except in the absence of mitigating

vé**a

circumstances, a verbal warning or a written reprimand shall not be gwen for a major disciplinary offense.

C. Suspension, demotion or discharge shall be approved by the emhloyee sdepartment head in writing.

'3
"
"\

An hourly emplovee may be suspended up to one (1) day without the @epartme’nt head's approval for
emergency situations, in accordance with rules promulgated by the \Director Suspensmns of

nonrepresented salaried employees shall be in increments of no less than one (1) week; providéd_, that when

\
e,

.

W,
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discipline is administered for major safety violations, suspensions of at least one (1) day but less than one
(1) week  may be approved.

D. Discihlinary actions shall be reported by the department head to the Personnel Director for records

purposes, an Personnel Director's use in compiling guidelines for like treatment of like behavior from
department to de ent.

E. The Personnel ector may establish rules for application of discipline which are consistent for like
behavior from departm "t&;q”'dgpartment. A department may, by rule, be permitted to impose a more severe
penalty than is otherwise tloned where misconduct which may be of minimal significance to other
departments has a substantial imhibggct onthe operations, costs, or safety within that department.

F. The following is a nonexcius;%ﬁ\}ist ofmaj or disciplinary actions where a verbal warning or written

reprimand will not be appropriate in the%agsence 5£,‘_1\nitigating circumstances:

by
1. Assault or threat toward another persog;

2. Being impaired or affected by and/or tesking posﬁiye for alcohol or a controlled substance during

working hours or using or possessing alcohol or a conolled sﬁb§tance at the workplace;

3. Use of City time, equipment or facilities for private ‘: or otﬁe;f non-City purpose;

4. Falsifying or destroying the business records of the mpIO};ért at any time or place, without

authorization; \g\
AN
\}%\

5. Knowingly making a false statement on an application for employment or falsifying an employment

related examination score; %

%

%, :
. "&‘
6. Intentional damage to or theft of the property of the City, another employek, or others;

7. Carrying or otherwise possessing firearms or any type of weapon in the course of empfbyment, except

as authorized by the appointing authority;
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8.3Unauthorized absence;

9. Endangering the safety of, or causing injury to, the person or property of another through negligence

or intentioﬁal failure to follow policies or procedures;
‘=>

10. Makmg a bribe, accepting a bribe, or soliciting a bribe;

1. A know1ﬁg or mten’uonal violation of the City Code of Ethics;
12. Conv1ct1on 6{ any felony or misdemeanor crime that is or may be work related, or may impair the
employee's ability to pei‘zi%orng his/her job duties, whether committed at or away from the worksite or during

or outside working hours; kY ’

kY
13. Acts of Racial/sexual har\assment and/or acts of discrimination that are prohibited by federal, state,

or local laws, or failure to report mc1dents of harassment, and/or discrimination to an appropriate City

\;

Y
official; or 3,

,
Y

N
14. Other offenses of parallel gravity. %,
kY

G. Where an employee is accused of any actfé}n

'?1.

which, if proven, would be grounds for removal of t“k%at employee from his/her position of employment, the
aa

appointing authority may suspend the employee pend1rf5<nvest1gé1t10n of the matter. An employee who is
suspended without pay and who is finally exonerated, sffall be remstated and awarded back pay and

benefits. 'g

H. Conviction of a crime shall not disqualify a person from @aty employment except where the
\

conviction is for conduct reasonably related to the work the applicant wo d be performmg for the City,

and the conviction is less than five (5) years old.
I. A department which takes a disciplinary action that is subject to appeal to the f}iyil Service

Commission shall inform the employee in writing that:
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%0%1.
>

% To appeal, the employee must file a statement with the Civil Service Commission within twenty (20)

\L MFS: JTW

He or she has the right to appeal to the Civil Service Commission;
days; aid
%"?\
3. Th‘%ﬁtwenty (20) days begin to run on the date of delivery if the notice is given to the employee
personéﬂy d%édelivered to his or her most recent address shown on departmental records; and on the third

day after the dat'g of mailing if the n0t1ce is mailed. This ordinance shall take effect and be in force thirty

(30) days from and%fter its approval by the Mayor, but if not approved and returned by the Mayor within
*a\
ten (10) days after preséptatlon, it shall take effect as provided by Municipal Code Section 1.04.020.
', .
* .
Passed by the Cit‘}:«%Council the day of , 1997, and signed by me in open
Y
,
session in authentication of its f)%ssage this day of , 1997.
ﬁitgsident of the City Council
‘1‘,:{}\
Y,
Approved by me this day of Xy , 1997.
‘\% Mayor
Filed by me this day of 31997

%, ! ) City Clerk

(Seal)
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Affidavit of Publication

The undersigned, on oath states that he is am
authorized representative of The Daily Journal of Commerce, a
daily newspaper, which newspaper is a legal newspaper of general
circulation and it is now and has been for more than six months
prior to the date of publication hereinafter referred to, published in
the English language continuously as a daily newspaper in Seattle,
King County, Washington, and it is now and during all of said time
was printed in an office maintained at the aforesaid place of
publication of this newspaper. The Daily Journal of Commerce
was on the 12th day of June, 1941, approved as a legal newspaper
by the Superior Court of King County.

The notice in the exact form annexed, was published in regular
issues of The Daily Journal of Commerce, which was regularly

distributed to its subscribers during the below stated period. The
annexed notice, a
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