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PURPOSE: To establish procedures for describing corrective action for all staff.   

SCOPE: This procedure is to be followed by all officers and members of this department.  Authority to deviate 

from this procedure rests with the Chief of the Department who will be responsible for the results of any 

deviation. 

A. Purpose & General Policy 

The Mukwonago Fire Department shall maintain a fair and equitable system to address department member’s 

conduct or work performance that is either substandard or is in violation of the departments rules, regulations, 

policies, or guidelines. 

1. Definitions: 

a. Department members are considered as follows: 

▪ Cadet 

▪ Probationary 

▪ Active 

b. Misconduct:  A violation of the State, Federal Rules and Regulations, Departmental Policies and 

Guidelines, both written and verbal. 

c. Unsatisfactory Work Performance:  Failure to meet job standards or performance criteria as specified in 

the Mukwonago Fire Department Job Descriptions. 

d. Counseling:  Counseling is an informal discussion between an officer and a department member for the 

purpose of performance improvement.  It is not considered a part of the formal corrective action 

procedure.  However, counseling sessions may be documented and filed in a member’s personal record 

and used for future reference when reviewing corrective action history. 

e. It is the policy of the Mukwonago Fire Department to administer discipline fairly, reasonably, and 

impartially. Employees are best served when discipline is administered to correct actions rather than to 

punish. It is recognized that the varying nature of employment makes some infractions more serious than 

others.  

2. Procedure: 

a. The continuing employment of employees is in most cases based on reasonable standards of job 

performance and personal and professional conduct. Disciplinary action for failure or refusal to meet 

these standards is subject to oral or written reprimand, suspension, demotion, and dismissal. 

b. Disciplinary action is not primarily intended to be punitive, but rather to maintain the efficiency and 

integrity of Village service. The nature and severity of the offense and the employee's prior record will be 

considered. 



c. In any major disciplinary action, the pertinent information will be reviewed with the employee specifying 

the following: The basis for discipline, the specific reasons supporting the decision to discipline, the 

discipline to be imposed, the effective date, the right of the employee to be heard, and the right to 

challenge any discipline received. 

d. The degree of discipline administered will depend on the severity of the infraction or the recurrence of 

infractions and will be in accordance with union contracts if applicable, and Mukwonago Fire Department 

policies and procedures as well as local, state or federal laws and regulations. 

e. It is the responsibility of to evaluate thoroughly the circumstances and facts as objectively as possible and 

then apply the most suitable form of discipline. 

3. Types of disciplinary action may include: 

a. Verbal Warning 

i. Applied to infractions of a relatively minor degree or in situations where the employee's 

performance needs to be discussed. The verbal warning should be given in private. Department 

Head or Designee should inform the employee that the Department Head or Designee is issuing a 

verbal warning, that the employee is being given an opportunity to correct the condition, and if 

the condition is not corrected, the person will be subject to more severe disciplinary action. 

ii. A verbal warning shall be documented in writing by the Department Head or Designee. 

b. Written Warning/Reprimand 

i. A written warning/reprimand will be issued in the event the employee continues to disregard a 

verbal warning or if the infraction is severe enough to warrant a written reprimand in the 

employee's personnel file. The warning/reprimand should state the nature of the infraction and 

what corrective action must be taken by the employee to avoid further discipline. 

ii. A copy of the written warning/reprimand is to be handed to the employee at the conclusion of 

any disciplinary meeting or shortly thereafter, and a copy placed in the employee's personnel file. 

c. Suspensions 

i. Suspension - Administered because of a severe infraction of policies or for repeated violations of 

more minor infractions. A suspension may be with or without pay. In either case, an employee 

evaluation form, along with supporting documentation, must be completed. A copy of the 

completed form must be given to the employee, and a copy placed in the employee's personnel 

file. 

ii. Suspension with Pay - This type of suspension is given where a basis exists to take action, but 

additional investigation is necessary and/or where the continued presence of the employee could 

compromise the evidence or Village property. 

iii. Such suspension is an administrative matter; it is not a disciplinary action and may not be 

appealed through the Grievance Procedure or to the Police or Fire Commissions. 

iv. Suspension Without Pay - An employee will be suspended without pay when the offense is of a 

serious enough nature or an employment pattern of more minor infractions diminish the value of 

the employee to the Village and is usually sufficient for termination. However, suspension is used 

when circumstances related to an employee's overall performance would not warrant immediate 

termination. The length of suspensions will vary with seriousness of the infraction and the totality 

of the circumstances. If the misconduct is substantiated, disciplinary action will be taken in 

accordance with the nature of the offense and the totality of the circumstances. 

d. Demotion 

i. Demotion is not normally a step in the disciplinary procedure. It is used in those instances where 

an employee has been promoted to a position but is unable to perform the responsibilities of that 



position. As such, it is more reflective of lack of effectiveness than of misconduct. Demotion is not 

to be used as a substitute for dismissal when dismissal is warranted. 

e. Termination 

i. An employee in his or her orientation period may be terminated at any time without cause and 

without the right of appeal. Notification of termination in writing shall be provided when an 

employee in an orientation period or of at-will status and a copy is to be filed in his/her personnel 

file.  

4. Corrective Action, Due Process 

a. Prior to the administration of any corrective action, the Chief, or initiating officer shall classify the conduct 

based upon facts or evidence.  They will then determine which of the offense(s), as listed in the discipline 

index.   

b. To provide due process and ensure the fair implementation of the corrective process, the reviewing party 

as referenced above, should be able to answer all the following questions in the affirmative: 

i. Did the department member know, or should have reasonably known, that the conduct would have 

led to corrective action? 

ii. Was the rule, regulation, policy, guideline, or order violated reasonably related to the orderly, 

efficient, or safe operation of the Department? 

iii. Before administering discipline, was a good faith effort made to discover if the department member 

did in fact violate the policies and/or guidelines of the Department? 

iv. Was the investigation conducted legally, fairly, and objectively? 

v. Was sufficient evidence or proof obtained to substantiate the allegations against the Department 

Member? 

vi. Has the Department applied the policies and/or guidelines fairly? 

vii. Is the degree of discipline reasonably related to the severity of the conduct, offense, and the 

department member’s record? 

viii. Where any mitigating circumstances present?  Were they considered? 

ix. Has the same degree of discipline been applied to prior incidents of similar conduct? 

5. Officers Responsibilities 

a. Prior to the administration of any corrective action, the initiating officer shall review all facts and 

circumstances of the incident or performance issue, then conduct any investigation that is appropriate. 

b. The initiating officer shall classify the conduct or issue.  The officer shall review the planned course of 

remedial actions per the due process procedure. 

c. The initiating officer shall review and recommend penalties for the conduct. 

d. Other than a verbal written reprimand, the initiating officer shall review the matter with the next level 

officer or as appropriate, with a Chief Grade Officer. 

e. Upon review of all pertinent information, the initiating officer shall complete the letter of corrective action 

form and obtain all necessary approvals. 

f. When reviewing the matter with the department member, the initiating officer may request that the next 

level officer be present. For serious violations of department policies and/or guidelines, the next level 

officer shall be present for such review. 

i. For serious violations, the Chief or Chief's designee may be present for such review. 

ii. The department member that is the subject of corrective action shall be entitled to representation at 

their request. 

g. Upon completion of the disciplinary process, the Mukwonago Fire Department will supply written copies 

to the member and to the member’s personal file.  Copies will be distributed after the member signs the 

letter.  Refusal by the member to sign the letter does not alter or change the disciplinary process.  The 



member’s signature on the letter shall only signify that a given issue was discussed and that the member 

has been informed of the corrective action. 

h. Department members may appeal any corrective action through the procedures referenced in the 

Mukwonago Fire Department Joint Fire Commission. 

i. The Department will determine the appropriate level of corrective action.  This is based on guidelines 

provided in this policy and the department members past performance.  Each situation will be reviewed 

on a case-by-case basis. 

j. The Department reserves the right to establish the level of corrective action necessary based on 

circumstances revealed through the corrective action interview, previous corrective action history, 

extenuating circumstances, etc.  The department has the right to resolve expressed concerns in manners 

outside of this policy. This action will be on a non-precedent setting basis. 

6. Complaint/Misconduct Investigation 

a. Upon receipt of a formal written complaint or information from other sources, all information shall be 

gathered such as, but not limited to, personal knowledge, observation of misconduct or disobedience of 

an order.  The initiating officer shall, as soon as practical, begin a preliminary investigation to determine if 

a violation has occurred. 

b. The officer conducting the investigation shall notify a Chief Grade Officer that such an investigation is in 

progress. 

c. The officer shall notify the Member of the complaint or allegation(s). 

d. The preliminary investigation report, in conjunction with a letter of discipline if appropriate, shall be 

completed and forwarded to the Chief or Chief's designee as soon as possible.  The report shall include a 

summary of the violation, allegations, all relevant documentation, and any specific findings as referenced 

in Section 8.  

e. Serious allegations of misconduct require that the Chief be notified in writing, of the circumstances as 

soon as practical. 

f. For performance related issues where no specific investigation is required a corrective action letter and 

supporting documentation shall be submitted. 

7. Command Review 

a. Upon receipt of a preliminary investigative report or complaint, the Chief shall: 

i. Concur with the findings and order or approve corrective action. 

ii. Modify corrective action. 

iii. Remand the matter back to the officer for additional investigation. 

iv. Relieve the officer of the responsibility of the investigation and appoint a special investigator. 

v. Exonerate or dismiss the matter. 

8. Investigative Guidelines 

These guidelines shall apply to all investigations (regardless of type) involving allegations of misconduct or 

rules violations. 

a. Interviews of department members shall take place at a reasonable hour and conducted at Station # 1.  In 

addition, the department members shall be afforded the opportunity to have another department 

member serve as a representative during the interview process. If the department member declines 

representation, it shall be noted on the investigation report. 

b. Department members being questioned shall be informed of the nature of the investigation.  They will 

also be provided with sufficient information that will reasonably apprise them of the circumstances and or 

reasons for the investigation. 



c. At no time shall the officer or investigator infringe upon the rights of the department member.  This is 

provided for in the United States Constitution, Wisconsin State Statutes and any other Laws or 

Administrative Proceedings. 

d. Any investigation that may warrant activity such as searches of personal property or retrieval of 

department property shall be done only after authorization has been obtained from the Chief and the 

Local Police Department.  All situations involving search or seizure shall be performed in accordance with 

all appropriate laws and the local Police Department. 

9. Investigative Findings 

a. Upon completion of preliminary or comprehensive investigations, which was initiated after a complaint 

made against a department member because of allegations of misconduct, a complete investigative report 

shall be prepared by an officer or investigator.  Included in such a report will be the findings of the 

investigation and findings shall be documented as follows: 

i. Exonerated:   Alleged conduct occurred but was lawful and proper. 

ii. Unfounded:   Complaint false or without merit. 

iii. Not Sustained:  Insufficient evidence to prove or disprove the allegation. 

iv. Sustained:  Allegation supported by proper and sufficient evidence. 

b. The findings as specified apply to investigations involving all Department Members. 

c. The final investigative report shall be submitted to the Chief and reviewed as per section. 

d. Should any possible criminal charges be considered, the Chief shall present the case to the local Police 

Department for further investigation. 

 

The matrix lists Mukwonago Work Rule violations, Policy and Procedure violations, Standard Operating Guideline violations 
(SOG).  It then provides sanction categories A through E.  The least punitive sanctions are category A, with sanctions 
becoming more severe as the categories progress to category E. 

 
In each category, there is a recommended guideline of sanctions.  These guidelines are based on comparable sanctions for 
each violation from Complaint Investigation and Resolution cases in years past. 

 
There are Mukwonago work rules/procedural categories that are not covered in this matrix.  There is the expectation that all 
Mukwonago Work Rules, Policy and Procedures, Standard Operating Guidelines (SOGs).  Mukwonago understands that as 
times change, policies and expectations will change, and there will be violations that are not covered on the matrix.  These 
violations shall be added to the matrix as deemed appropriate.  For rules not violated and not specified on the matrix, the 
sanction will be determined by the Fire Chief or designee. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Sanction Categories 
 

Category A Category B Category C Category D Category E 

Conduct violation in a 
single incident that has a 
minimal negative impact on 
the operations or 
reputation of the MFD. 
Sanctions listed below this 
category are not 
considered discipline.  
Sanction guidelines may 
include: 
•   Verbal Counseling 
•   Mediation 
•   Documented 
    Counseling 
 
A single sanction or a 
combination of the above 
listed sanctions may be 
deemed appropriate.  
Training can also be 
ordered in conjunction with 
any sanctions listed above. 

Violations that have more 
than minimal impact on the 
operations or reputation of 
the MFD or that negatively 
impact relationships with 
other officers, agencies, or 
the public. This includes 
repeated acts from 
Category A within time 
frames listed below. 
Sanction guidelines may 
include thereof: 
•   Verbal Counseling 
•   Mediation 
•   Documented Counseling 
•   Letter of Instruction 
•   Letter of Reprimand 
 (First Level of Discipline) 
 
A single sanction or a 
combination of the above 
listed sanctions may be 
deemed appropriate. 
Training can also be 
ordered in conjunction with 
any sanctions listed above. 

Violations that have a 
pronounced negative 
impact on the operations or 
reputation of the MFD or 
on relationships with 
employees, other 
agencies, or the public. 
This includes repeated 
acts from Category B 
within time frames listed 
below. Sanction guidelines 
may include: 
•  Letter of Instruction 
•  Letter of Reprimand 

•    • Suspension without pay 
for one to two 24-hour 
shifts 
 
A single sanction or a 
combination of the above 
listed sanctions may be 
deemed appropriate. 
Training can also be 
ordered in conjunction with 
any sanctions listed above. 

Violations that are contrary 
to the core values of the 
MFD or that involve a 
substantial risk of 
employee or public safety. 
This includes repeated 
acts from Category C 
within the time frames 
listed below. Sanctions 
guidelines may include: 

•     • Suspension without pay 
for two to six 24-hour shifts 
 
Training can also be 
ordered in conjunction with 
any sanctions listed above. 

Violations that are contrary 
to the core values of the 
MFD. This includes acts of 
serious misconduct or acts 
of criminal conduct. This 
also involves any conduct 
that will effectively 
disqualify an employee 
from continued 
employment with the 
Mukwonago Fire 
Department. Sanction 
guidelines may include: 

•     • Suspension without pay 
for six 24-hour shifts or 
more 
•   Reduction in rank 

•     • Separation from service 
 
Training can also be 
ordered in conjunction with 
any sanctions listed above. 



 

 

Repeated Acts 
Repeated acts of the same or similar violations of category A will increase the repeated violation into 
category B. 
 
Repeated acts of the same or similar violations of category B will increase the violation to category C. 
 
Repeated acts of the same or similar violations of category C will increase the violation to category D. 
 
Repeated acts of the same or similar violation of category D may will result in separation of service. 
 
The matrix categories may not be sequentially followed in cases where there may be several similar 
violations or in cases where there are particularly egregious circumstances. The matrix is considered a 
guideline only and it is within the Fire Chief’s or designee discretion to deviate from the matrix based on 
the individual case. 
 

Discipline Matrix 

 Corresponding MFD Work Rule Listing.                                                                                                                                    
Categories skipped have not had recent previous discipline associated. 

Category 

A B C D E 

       

 Knowledge of rules and regulations of the Department      

 

Failure to familiarize themselves with rules and regulations of the 
Department. X     

       

 Training      

 Failure to attend required training sessions.  X    

       

 Duties      

 

Failure to perform duties as outlined in the Department's rules and 
regulations.  X    

       

 Company Officer Responsibilities      

 Failure to preserve order and discipline.  X    

 

Failure to enforce strict compliance with the rules and regulations of the 
Department.  X    

 

Failure to ensure that all property and equipment committed to their care 
is in good order.  X    

 Failure to repair faulty property and equipment in a timely manner.  X    

 

Failure to ensure that all buildings furniture and fixtures are kept neat 
and clean.  X    

 

Failure to ensure that the personal habits of their personnel comply with 
the required orders/rules.  X    

       

 Job Performance Records      

 Company officer fails to record all work performed by crew members. X     

       

  A B C D E 

 Company Officer Performance      
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Failure to give instruction to subordinates in a just, dignified, and firm 
manner.  X    

 Failure to abstain from violent, abusive, or obscene language.  X    

 Failure to see that all rules and orders are strictly obeyed.  X    

       

 Job Courtesy and Property Handling      

 Failure to exercise due care toward all members of the Department.  X    

 

Failure to exercise due care when using Department equipment, 
apparatus, and other property.  X    

       

 

Members shall be efficient and capable in the service and must not 
neglect their duty      

 

Failure to hold themselves in readiness, always, to answer the calls and 
obey orders of their superior officers.   X   

 Failure to treat superiors with respect.   X   

 Failure to refrain from all disparaging communication.   X   

 

Failure to inform their superior officer of neglect or disobedience of 
orders that may come to their knowledge.   X   

 

Failure to conform to the rules and regulations of the Department, 
observe the laws and ordinances, and render their services to the city 
with zeal, courage, and discretion and fidelity.   X   

       

 Vehicle Operation      

 

Failure to exercise judgment and care with due regard to the safety of 
life and property when responding to an emergency call.   X   

 Failure to slow down at all street intersections.   X   

 Failure to have safe control of the apparatus.   X   

 

Failure to use lights and sirens when operating in emergency mode and 
take the utmost precaution.   X   

 
Failure to permit any careless or reckless driving of apparatus. 

  X   

       

 Vehicle Occupancy      

 

Failure to keep all persons, other than Firefighters, on the apparatus 
going to or returning from fires, except with permission of the officer in 
charge.   X   

       

 Respect: Addressing by Proper Title      

 Failure to address superior officers by their proper titles   X    

       

 Authority      

 Officers exceeding their authority in giving orders.   X   

 Failure to observe orders of a superior in rank.   X   
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 Page 9 of 11 

  A B C D E 

 Outside Employment      

 

Failure to devote their time and attention to the business of the 
Department while on duty.   X   

 

Failure to adhere to the specifics as described in the Labor Agreement 
and/or MOU regarding outside employment.   X   

       

 Personal Appearance      

 

Failure to keep themselves physically fit for active, efficient performance 
of their duties as a Firefighter.  X    

       

 Uniform      

 

Failure to wear the Department uniform while performing duties, or 
failure to wear the Department Class B uniform while performing 
inspection duties.  X    

       

 Reliability and Observance of Rules      

 

Failure to obey all laws, ordinances, rules, regulations, and orders, 
whether general, special, or verbal, when emanating from due authority.   X   

 

Failure to be strictly on time to the minute and to be obedient in a 
prompt, implicit, unqualified, and unequivocal manner. 

  X   

       

 Performance of Duties      

 Failure to perform all duties as directed by superior officers.   X   

       

 Bedroom Occupancy      

 

Personnel will not occupy beds between the hours of 7:00 am and 8:00 
pm, except when they are fatigued from previous duty.  X    

       

 Visitor Guidelines      

 Failure to treat visitors with courtesy.  X    

 Visitors shall not interfere with the efficiency of the Department.  X    

       

 Truthfulness      

 Failure to be truthful, under oath or otherwise.    X  

 

Employees shall not make false reports or knowingly enter false 
information into any record.    X  
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  A B C D E 

 Gossip/Rumors      

 

Making false reports about a member of the Department or the 
business of the Department.  X    

       

 Department Reputation      

 

Failure to conduct themselves so as not to bring the Department in 
disrepute. 

 X    

       

 Badges      

 Badges are the property of the Mukwonago Fire Department. X     

 

Lost or damaged badges will be replaced or repaired at the 
employee's own expense. X     

       

 Communications System      

 

Failure to use inter-station communication systems for Fire 
Department business only. X     

       

 Absence from Duty      

 

Failure to report illness or injury while absent from quarters to their 
superior officer not later than one hour before their next working shift.  X    

       

 Reporting      

 

Failure to report to their superior officer or to the Chief all violations of 
the Rules and Regulations which may come to their attention.   X   

       

 Harassment and/or Discrimination      

 

Employees shall not harass or discriminate against co-workers or 
members of the community based on their protected class. 

   X  
       

 Cars Policies and Rules      
 

 Failure to adhere to the specified rules, guidelines, and procedures    X   

 

       
 

 Workplace Violence Prevention and Response Policy      
 

 Failure to adhere to the specific rules, guidelines, and procedures     X  
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  A B C D E 

 Prohibited Harassment and/or Discrimination Policy      

 Failure to adhere to the specific rules, guidelines, and procedures     X  
       

 Appropriate Use of City Computer Resources      

 Failure to adhere to the specific rules, guidelines, and procedures    X   

       

 Social Media and Department Websites Policy      

 Failure to adhere to the specific rules, guidelines, and procedures    X   

       

 Harassment restraining orders and injunctions      

 

Failure to adhere to the specified rules, guidelines, and procedures 
outlined in Wis. State Statue 813.125 (7)    X  

       

 Damage to Property      

 

Failure to adhere to the specified rules, guidelines, and procedures 
outlined in Wis. State Statue 943.01    X  

       

 Disorderly Conduct      

 

Failure to adhere to the specified rules, guidelines, and procedures 
outlined in Wis. State Statue 947.01    X  

       

 Emergency Procedures: EMS Incident Reports      

 Failure to adhere to the specified rules, guidelines, and procedures    X   

       

 

Emergency Medical Services: Patient Refusal of Treatment and/or 
Transport to a Hospital      

 Failure to adhere to the specified rules, guidelines, and procedures    X   

 Personal Equipment and Appearance: Uniform Types      

 

Failure to adhere to the specified rules, guidelines, and procedures 
outlined in Policy   X    

       

 Records and Reports: Confidentiality Policy and Procedure      

 

Failure to adhere to the specified rules, guidelines, and procedures 
outlined in Policy and Procedure    X   

 


