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Understand the rulesUnderstand the rules

How long is the exerciseHow long is the exercise
Is it a roleIs it a role--play scenario?play scenario?
Who can you interview?Who can you interview?



What are the expectations ?What are the expectations ?

Fire department cultureFire department culture
City policies and proceduresCity policies and procedures
OutsiderOutsider’’s perspectives perspective



What to expectWhat to expect

Current departmental issuesCurrent departmental issues
Issues within your cityIssues within your city
Issues in the fire serviceIssues in the fire service



You must know:You must know:

Your CityYour City’’s policies and proceduress policies and procedures
Your CityYour City’’s disciplinary processs disciplinary process
Your obligations as a Battalion ChiefYour obligations as a Battalion Chief
Your limitations as a Battalion ChiefYour limitations as a Battalion Chief



You MUST:You MUST:

Respond and act as a Battalion ChiefRespond and act as a Battalion Chief
–– Rely on personal power (difficult in the exam)Rely on personal power (difficult in the exam)
–– Utilize positional power when neededUtilize positional power when needed



The 8 step processThe 8 step process



The 8 step processThe 8 step process

Provides the supervisor a system: Provides the supervisor a system: 
–– To explain the reason for the meetingTo explain the reason for the meeting
–– To be used for fact findingTo be used for fact finding
–– For identifying corrective actions steps and For identifying corrective actions steps and 

articulating them to the employeearticulating them to the employee



Step 1Step 1--Friendly GreetingFriendly Greeting

Invite the employee into the officeInvite the employee into the office
Set the ground rules (turn off cell phones, Set the ground rules (turn off cell phones, 
dondon’’t interrupt)t interrupt)
Consider taking the company out of Consider taking the company out of 
serviceservice



Step 2Step 2--ID the ProblemID the Problem

Explain the reason for the meetingExplain the reason for the meeting
Briefly state the facts (factual observations)Briefly state the facts (factual observations)
–– Policy violationPolicy violation
–– Training deficiencyTraining deficiency
–– Personnel issuePersonnel issue
–– Personal issuePersonal issue

List the most serious offense first List the most serious offense first 
““You have been late the last five shifts. This is a You have been late the last five shifts. This is a 

violation of the Policies and creates problems for violation of the Policies and creates problems for 
the Officer you are relievingthe Officer you are relieving””



Step 3Step 3--They SpeakThey Speak

He or she speaksHe or she speaks--You listen:You listen:
–– Allow the employee an opportunity to tell Allow the employee an opportunity to tell 

their side of the story. their side of the story. 
–– Take notes Take notes –– be specific be specific 
–– Pay attention Pay attention 



Step 4Step 4--You SpeakYou Speak

They listenThey listen
Paraphrase what the employee said (promotes Paraphrase what the employee said (promotes 
dialogue and ties step 3 and 4 together)dialogue and ties step 3 and 4 together)
–– ““I understand that youI understand that you’’re saying that your babysitter re saying that your babysitter 

was latewas late””
–– ““If I am understanding what you are saying, you have If I am understanding what you are saying, you have 

been late because your car keeps breaking downbeen late because your car keeps breaking down””

Be specific with quotesBe specific with quotes
Be receptive to correctionsBe receptive to corrections



You will very likely revert between You will very likely revert between 
steps 3 and 4steps 3 and 4



Step 5Step 5--ConsequencesConsequences

Must have done your research FIRSTMust have done your research FIRST
Describe the consequences of current or Describe the consequences of current or 
repeat behavior:repeat behavior:
–– Reference rules, regulations, policies, Reference rules, regulations, policies, 

procedures, laws and customs.procedures, laws and customs.
Be able to quote the infractionsBe able to quote the infractions
DonDon’’t minimize the rules with statements: t minimize the rules with statements: 
–– ””I agree that the arrival time policy is stupidI agree that the arrival time policy is stupid””
–– This undermines the policies and departmentThis undermines the policies and department



Step 6Step 6--Action PlanAction Plan

Here are my expectations (Reminder of Here are my expectations (Reminder of 
their responsibilities)their responsibilities)
–– May involve a daily drill to reinforce May involve a daily drill to reinforce 

performanceperformance

Set administrative controlsSet administrative controls--additional additional 
meetings, written documentation, etc meetings, written documentation, etc 
(follow(follow--up with benchmarks)up with benchmarks)
–– Set dates and timesSet dates and times



Step 7Step 7--Review the SessionReview the Session

Tie it all togetherTie it all together
Gain a common understanding of what Gain a common understanding of what 
has transpired and get buy inhas transpired and get buy in
Clearly outline the consequences of future Clearly outline the consequences of future 
infractions infractions –– ““Progressive disciplineProgressive discipline””



Step 8Step 8--Positive ClosingPositive Closing

Express confidence in the employeeExpress confidence in the employee
–– Let the employee know that you believe in Let the employee know that you believe in 

him and you do not expect future infractionshim and you do not expect future infractions

Brief and to the point!Brief and to the point!



UnionUnion’’s or Associations or Association’’s s 
responsibilityresponsibility

Ensure the process is correctEnsure the process is correct
Give the employee a sense of securityGive the employee a sense of security
Remember, you want the employee to Remember, you want the employee to 
believe he was treated fairly.believe he was treated fairly.



Firefighter Bill of RightsFirefighter Bill of Rights

Planned vs. unplanned meetingPlanned vs. unplanned meeting
Employee has a right to union Employee has a right to union 
representation IF meeting can result in representation IF meeting can result in 
discipline. discipline. 





Questions?Questions?
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