(b) Employees may be required to provide statements from a medical authority
before use of sick leave is allowed.

Cross Reference:
See Sick Leave, 8 3.6 ©

. (1) Loafing on the job.
(2) Penalty:

(a) First offense: Verbal warning.

(b) Second offense: Written reprimand 16 to 1-3 days suspension without pay.

(c) Third offense: 3-10 days suspension without pay.

(d) Fourth offense: Dismissal.

(3) Discussion.

(a) Loafing is defined as loss of productivity by excessive personal conversation
with other employees or phone conversation, taking excessive breaks, engaging in
activities which are not assigned to the employee which causes employee to neglect
assigned duties and responsibilities.

. (1) Sleeping on the job.
(2) Penalty:

(a) First offense: Written reprimand or 5-10 days suspension without pay,
depending on the circumstances.

(b) Second offense: 10-20 days suspension without pay.

(c) Third offense: 20-30 days suspension without pay.

(d) Fourth offense: Dismissal.
(3) Discussion:

(a) Employees must remain alert at all times, and sleeping on the job is strictly
forbidden (except for sworn Fire personnel assigned to Fire Stations).

. (1) Failure to submit required or completed reports or forms.
(2) Penalty:

(a) First offense: Verbal warning to written reprimand, depending on the
circumstances.

(b) Second offense: Written reprimand to 3-5 days suspension without pay,
depending on the circumstances.

(c) Third offense: 5-15 days suspension without pay.

(d) Fourth offense: Dismissal.
(3) Discussion:

(a) Reports and forms shall be defined as any report or form that is a part of the
employee's responsibility. In addition to timeliness and completeness, the accuracy of the
reports or forms shall be maintained.



