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AN ORDINANCE amending Seattle Municipal Code Section 4,04.230, Progressive Discipline,
to provide for the Personnel Director to promulgate rules for a system of progressive

discipline and to clarify the Civil Service Commission notification and appeal

requirements.

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

Section 1. Seattle Municipal Code Section 4.04.230, Progressive Discipline, Ordinance

107790 as amended, is hereby further amended as follows:

A. The Personnel Director shall proMulgate rules for the iMplementation and

administration of a process of progressive discipline for the pLiMose of addressing acts of

eMployee misconduct and, until such time as a performance management system is ad9pted,

inappropriate job performance. The Personnel Director shall inform the City Council in writing

of proposed changes to the Personnel Rules regarding Progessive Discipline before the chan es

are finalized..and iLnplemented.

B. In order of increasing severity, the disciplinary actions which ((his4~ef

supen4sef)) the qppointing authority or a design ated management representative may take

against an employee for inappropriate behavior or performance include:

I
.

A verbal warning, which shall be accompanied by a notation in the

employee's personnel file; and

2. A written rephimand, a copy of which must be placed in the employee's
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C. In order of increasing severity, the..disciplinga actions which a sllpervisor in

recommend and the qppointing authority mgy Uprove against an p=loyee include:

((-3%. Suspension up to thirty (30) calendar days;

((4))2. Demotion; and

((-5))1. Discharge.

enee of mill-4--4-ing eir-eumstanees, avei-7bal waming ei: a

))When the qppointing

authority determines in accordance with personnel rules to impose ~iuspension, demotion

or discharge in re~ponse to an act of eMployee misconduct or inqppropriate job performance, he

or she shall
--I --- - -11

.provide such determination ((be approve
by I-'--

employee's ElepaFtmenl4iead))in

writing to the Mloyee. An hourly employee may be suspended up to one (1) day without the

))gppomting authoriLy's approval for emergency situations, in accordance

with rules promulgated by the Director. Suspensions of non-mpresented 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 11

....))ARPointing

authori to the Personnel Director for (( efes VtIfVoses-affe- )the ((Refsemie4))Director's use in

compiling guidelines for like treatment of like behavior from department to department.

E. The Personnel Director may establish rales for application of discipline

((whieh))that are consistent for like behavior from department to department. A department
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where misconduct which may be ofminimal significance to other departments has a substantial

impact on the operations, costs, or safety within that department.

((F. The following is a nonexelusive list of-majer- diseiphawy aetions where

e i r- 0urn S- +1 ap e e s.-*

i
.

Assault or- thfeat towafd an-ethef per-sea:,-

2. Being iffipair-ed Of affeeted by anEtler- testing positive far- aleehel of a eantfolled

substanee du6fig wer-king hetffs or- usi, - possessing aleahel r- a eontr-alled substanee

wefk-pIaee;-

3.1 Use of Gity time, equipffierA or- faeilities fef private gain of other- nofi-Qty

PthTesel:.

without authefizatien;

Owingly making a false statemeiiA en an appheatien or-

falsif~4ftg an empleymerA related examination se-er~,

6. lnterAional damagge to or- theft of the pmpeAy of the Git)-, anothef e leyee

ethers;

7. of --ingfir -eafms E)r- any t~pe of weapen i-fl the eoufs-e-4

emplejqnentj e-xeep+, ---- atAer-ized by the appointing authefi4t-'

28
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9. End a f-, of e to, the per-sea or p-----, 0

pfeeed-ufes;

10. Makiflg a bfibe, aeeepting a bribe, or- selieking a bribe;

11. A knowing of intei4ienal vielatien of the City Code of Ethies;

13. Aots E)f faeial./sexttal harassment an&amp;ef aets of diser-imination that are pr-ohibiteed

by fedefal, state, of leeal laws, or a failufe to fiilfill a r-espensibility to r-epeA ineidents e

14. Other- affeases of pafallel gr-avil~-

14. Geffi4etieii of a or-ime shall not a Pefsen ffem G-A-y effiple~%Rent, exeept

((I))E. An ((depffit,+~~))takes a disciplinary action that

is subject to appeal to the Civil Service Commission shall inform the employee in writing that:

I
.

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

4
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2. To appeal, the employee must file a statement with the Civil Service Commission

within twenty (20) calendar days; and

3. The twenty (20) calendar days begin to run on the date of delivery if the notice of

the right to qppeal is Riven to the employee personally or delivered to his or her most recent

address shown on departmental records; and on the third calendar day after the date of mailing if

the notice is mailed.

Section 2. 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 t

I

he City Council the Itpdayof kq.
5

2003, and signedbymein open
'i

I

session in authentication of its passage this L
~

day of. 2003.

President of the City Council
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Approved by me this 3 1 day of jm,~Y 2003.

Filed by me this *1 day of

(Seal)
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Gregory J. Nickels, Mayor

Office of the Mayor

April 14, 2003

Honorable Peter Steinbrueck

President

Seattle City Council

Municipal Building, 11"' Floor

Dear Council President Steinbrueck:

The attached ordinance amends Seattle Municipal Code Section 4.04.230, Progressive Discipline.

This will enable the Personnel Director to promulgate rules for a system of progressive discipline

and to clarify the Civil Service Commission's notification and appeal requirements.

Thank you for your consideration of this legislation. Should you have questions please contact

Kathy Steinmeyer at 4-792 1.

cc: Honorable Members of the Seattle City Council

600 Fourth Avenue, 12tt'Floor, Seattle, WA 98104-1873

Tel: (206) 684-4000, TDD: (206) 684-8811 Fax: (206) 684-5360, E:mail: mayors.office@ci.seattle.wa.us
An equal employment opportunity, affirmative action employer. Accommodations for people with disabilities provided upon
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ORDINANCE

AN ORDINANCE amending Seattle Municipal Code Section 4.04.230, Progre.0ve Discipline,

to provide for the Personnel Director to promulgate rules for a
system~rf

progressive

discipline and to clarify the Civil Service Commission notification pd. appeal

requirements. 11

.1

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOL~PWS:

Section 1. Seattle Municipal Code Section 4.04.230,1 rogressive Discipline, Ordinance

107790 as amended, is hereby farther amended as folloWs~":

A. The Personnel Director shall promul, e rules for the implementation and

admiristration of a process of prog ssivedisc ine for the ppMose of addressing acts of

eMplgyee misconduct and, until such tirnogg a performance management system is adopted,

ingppro ormance:priate job perf

B. In order of increasin
`-~

..
.g severity, the disciplinary actions which ((his/her-

supep4sef)) the gppointing autho'rity or a designated management representative may take

.
4
-
1
,

against an employee for in4ppropriate behavior or performance include:

I A~irerbal warning, which shall be accompanied by a notation in the

employee's personni4f, file-, and

file((~)).

A written reprimand, a copy of which must be placed in the employee's

C. In order of increasing severi~y, the disciplinM actions which a sj1pervisor mqy

recommend and the qppointing authorijy mgy gpprove against an mployee include:

((4))j. Suspension up to thirty (30) calend days;

- I -
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((4))Z. Demotion; and

((5))1. Discharge.

authofty determines in accordance with personnel jqf(es to imppse a §uspension, demotion

or discharge in response to an act of eMployee misk~onduct or inappropriate job performance, he

or she shall.provide such determination ((

writing to the eInploype. An hourly employe~
I

may be suspended up to one (1) day without the

((deparftnerA headls))gppointing ori proval for emergency situations, in accordance

with rules promulgated by the Director. Suspensions of non-represented salaried employees shall

be in increments ofno less than one week; provided, that when discipline is administered for

major safety violations, suspensiogs of at least one (1) day but less than one (1) week may be

18

19
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21

22

23

24

25

26

27

approved.

D.
Disciplinary~,;actions

shall be reported by the ( depat4-ment )qppointing

authority to the PersonneT Director for ( feeer-ds ptiiTeses and ))the ((Personne4))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

((whieh))that are consistent for like behavior from department to department. A department

may((, by fu4e, be permiAed 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.
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((F. The fellov4ng is a HeReNeltlSiVe list of Majef &amp;e~pl~ *efls wP.ffy _-eti .111'ef e

2

4

5

6

7

8

9

10

I I

12

13

erbalwaming of vffitteln
rep-and -.11 m1fl-f-- flet be appropriate in the absenee of

eir-eumstanees-i

h Assault E)f dweat toward anether- per-sen-,

2. Being impaired or- afffieete A,Uy anWof testing pesitiNvOff aleehel or- a eo.--+-FE)I!eA

wof k*ae---,

3. Use of City tifne, equipment or- pfivate gain or- ethef nen City

S. Knowingly ffiaking a fa-Isse,
Z+

W-le-ent en an appheation for- employmeal e

6. Wei:AieRal damagellfa
er "eft of the pfopefty ef

71-
-1 -1-

19

20

21

22

23

24

25

26

27

28

others;

8- TT_-+l-" fized ibsenee;

.7
9. Er4i-ager-ing the safe-w o"' or- ~y te, the per-son or- prepefty of anothef

10. Making a bribe, weepting a bribe, or selieking a br-ib-e-,

11. A knewing or intentional violation of"t-hee City Gode of Ethies,'t

-3-
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=IrA.A12 Cenviaion E)f m felei+ ef misd e i th t i b k f ....
. y y em anof er- me a s Of May O wE)r-

the em lo ee's abiht -
I-e erf f hi4h b d ti h th it4 d tp y ~ p e fn er- jo u es, w e er- eow-rm e a

-ef-&amp;~,

ffem the wer-ksite of dtifing of outside weAcing houfs;

Z'

13 Aets of r-aeiaWse)Pdal har-assfaent anWe - a t f di i i ti hibit -l

.
r e s e sef m na ofl. F-e e

b federal state of leea~-~ of a '-I t f ffill ibiR t ideA i fy , , ,

- tff e o u a r-espoas y o F-epe fie E4S o

hafassmeal an&amp;lef diser-imina4ien to ~ Cit RU '~ h -e y managef-of - Pffimffla -seuf ees emp- )yee ,

14. Other- offenses of pafa4lel gfavit-f-.

ld be ---A-~
/

'ifG Where an em ! ; d f ti hi -
. p e o any ae on w e~

, pfaven, wou

F f-efflOlva that em lo ee from his/he - o iti f l t th i fi 4h i.- p y r p s on o efap o,~mea ,
e appo n ng au ef ty may

sus end the em le ee endi k e ti ti f th tt `~~ l h i d 4p p y p ftg w s ga on o e ma ef, emp oyee w o s suspen e

A --A ....... I-A 1-11v4theut a and who is finall exoner-ated h 4l b 04 t t d b &amp;p y y ,
s ia e r- s a e an ene s7

14 Geffvietien of a erime shall t d 4if f Gi ,

l. no "a y a per-san r-efn b emp eymenl,--e~

q"L rAptP'l tA tLwhere the e- fivietion is fer- een"et r a An -
li -A W h- e s I we pp ew wott - e

peffofming fef the City, and the
eonP-,--+,J,,

41 - I--- than five (Syyeafs-eW.))

((I))E. An Appointing author. i who kkde~ttttent whieh-))takes a disciplinary action that

is subject to appeal to the Civil,.-, vice Commission shall infonn 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) calendar days; and

3. The twenty (20) calendar days begin to run on the date of delivery if the notice of

the rig-kt to gppeal is given to the employee personally or delivered to his or her most recent

-4-
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address shown on departmental records; and on the third calendar day after the dateofmailing if

the notice is mailed.

Section 2. This ordinance shall take effect and be in force thirty (3b days from and after

its approval by the Mayor, but if not approved and returned by the ~yor within ten (10) days

after presentation, it shall take effect as provided by Municipat-~ de Section 1.04.020.

Passed by the City Council the _ day of 2003, and signed by me in open

session in authentication of its passage this

President of the City Council

Approved by me this d4y,--bf_, 2003.

Gregory J. Nickels, Mayor

Filed by me this day of 2003.

City Clerk

Seal)

-5-



STATE OF WASHINGTON - KING COUNTY
--ss.

161776 No. ORDINANCE IN FULL
City of Seattle,Clerk's Office

Affidavit of Publication

The undersigned, on oath states that he is an 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 oil 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

CT: 121234 ORD IN FULL

was published on

8/6/2003

Subscribed and sworn to before me on

Affidavit of Publication

8/6/2003

~ -01

Notary public for the State ot WaMington, --:~: ,,

residing in Seattle
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