
 
 

AGENDA 
COMMITTEE OF THE WHOLE COUNCIL OF THE VILLAGE OF LONGVIEW 

In the Province of Alberta, held on Wednesday, Oct 2,, 2019 at  
Village of Longview Council Chambers Commencing at 6:30 p.m. 

1.0 CALL TO ORDER 

2.0 AGENDA 

3.0 DELEGATION 

4.0 BUSINESS 

4.1 Action Item Report 

4.2 Hall User Agreement 

4.3 Council Priorities for Peace Officer  

4.4 Peace Officer Audit Report 

4.5 Progressive Discipline & Alternative Dispute resolution 

4.6 Fence on south end of greenspace 

5.0 CLOSE MEETING 

6.0 ADJOURNMENT 



COUNCIL ACTION ITEM LIST 
 

NO. ACTION DESCRIPTION OWNER DATE 
ASSIGNED DATE DUE STATUS 

1 
Look at Village property line 
behind Rick Smith’s house – cross 
fence 

 Dale  June 18, 19   Downloaded Plan 0111092 

2 List of Key holders to the 
Community Hall 

Council approve 
budget to proceed. June 18, 2019    The only way to create a list of key holders is to 

change the locks and issue new keys 

3 Removing willows in the bottom of 
the gully to reduce fire risk  Dale Sept 17, 2019     Contacted Somerset Tree Services to get an idea 

of cost to remove the willows or other options. 

4 
Combine old & new Peace Officer 
Alternative Dispute Resolution 
Policy 

 Dale Sept 17, 19  Sept 26 for 
COW   Revised on COW Agenda for review 

5 

Letter to two petitioners explaining 
the in-effective use of petition to 
stop approved use development 
permit 

 Dale  Sept 17, 2019     Letters delivered to both petitioners 

6 Notify ATCO that franchise 
agreement to remain the same.  Dale Sept 17, 2019    Will auto renew at existing rate if not notified. 

7 
Draft letter to Foothills County on 
behalf of the Mayor for Revenue 
Sharing on Solar Project. 

 Dale/Kathie/Christine Sept 17, 2019     Send via email for review Oct 24 

8 

Contact current builders about 
installing construction fence add 
to any new development permits 
where public safety is perceived. 

 Dale Sept 17, 2019     Researched construction fences online. Talked with 
staff on site, will be backfilling Sept 23/24. 

9 

Letter to Alberta Transportation 
better signage for Little Chicago 
monument – Tourism Signage 
Program 

 Dale/Christina Sept 17, 2019   Sent Christina the website info on ATS Tourism 
Signage Program. 

10           

11           
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17           



18           

19           

20           

21           

22           

23           

24      
 
 
 

DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the 
information up to date and correct, we make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or 
related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk. 



 

VILLAGE OF LONGVIEW 
REQUEST FOR COUNCIL DECISION 

 
Agenda Item #: 4.3 

23TDate: October 2, 2019 
 

23TTitle: Council priorities for Peace Officer Program 
 

23TSubmitted by: Dale Harrison, CAO 
  
 
23TRecommendation: MOVED by _________ that the Peace Officer spends approx.  

__% of their time on shift on Public Safety 
__% of their time on shift on Bylaw Enforcement 
__% of their time on shift on Other 
__% of their time on shift on _________ 
__% of their time on shift on _________ 
 
 

Alternatives: 2. Defeat above motion. 
 3. That discussion be tabled ___________________________ (for 

further information or future date). 
   
 
Background: The Solicitor General did an audit of our Peace Officer Program in late 

July. Their primary recommendation was to develop a detailed job 
description for the position. The responsibility to develop the job 
description is the CAO’s. Council can determine where they want to see 
the Peace Officer spend their time and this can be written into the job 
description. 
In reviewing other Peace Officer job descriptions one had prioritized 
time. See example on next two pages. 
 

 
23TImplications:  
23TPolicy, Statutory 
Plans, Legislative: 
 

 

23TFinancial: Direct impact to the income of the Village whether increase or decrease. 
 
Communications: Notices posted at Council meetings 
 
23TAttachments:  Is the documentation severed by FOIP: NO 
 23T1. none 
 



 

RESPONSIBILITIES: 
As the Bylaw Enforcement Officer appointed under the Municipal Government Act, enforce Municipal 
bylaws including: 

- Traffic Bylaw  - Business License Bylaw 
- Truck Route Bylaw  - Land Use Bylaw 
- Noise Bylaw  - Dangerous Goods Route Bylaw 
- Animal Control Bylaw  - Parks Bylaw 
- Water Bylaw  - Waste Management Bylaw 
- Sewer Bylaw  - Unsightly Premises Bylaw 

In accordance with the Municipal Government Act the Bylaw Enforcement Officer / Community Peace 
Officer is a Designated Officer. 
 
The Bylaw Enforcement Officer’s / Community Peace Officer’s time is to be divided equally 
between patrolling and enforcement. 
 
Enforcement duties include: 

• Receiving public complaints and inquiries (in person, by phone or correspondence), 
investigation of complaints, advising responsible parties of infractions, and taking remedial 
actions and/ or following enforcement procedures. 

• Advising responsible parties of infractions, and laying of charges if founded 
• Prepare all necessary documents for prosecution of offenders including summons, 

subpoenas, witness statements, court briefs, etc. 
• Assist town personnel in dealing with bylaw infractions such as snow- removal, garbage pick- 

up, etc. by educating and/or prosecuting violators 
• Administer the Municipal Government Act Regulations for the disposal of lost property (i.e. 

bike auctions) 
 

ANIMAL CONTROL – 30% 
• Administer the Animal Control Bylaw by preparing enforcement documentation, investigate 

complaints and audit files 
• Advertise dog tag requirements and maintain dog tag purchase records 
• Record all missing and found dog reports 
• Work with kennels, SPCA and other animal control related agencies 
• Conduct public awareness programs 
• Ensure all animal control needs are met by the provision of recommending appropriate 

policies and procedures to meet community needs (i.e. cats, dogs, skunks, beavers, etc) 
 

BUSINESS LICENSING – 10% 
- Investigate business activities in the Town to ensure compliance with municipal bylaws. 

 
PUBLIC SAFETY – 50% 
As a Community Peace Officer appointed under the Peace Officer Act, enforce Federal Statutes and 
the following eight (8) Provincial Statutes: 

- Traffic Safety Act  - The Animal Protection Act 
- The Gaming and Liquor Act  - The Environmental Protection and Enhancement Act 
- The Dangerous Dogs Act  - The Petty Trespass Act 
- The Provincial Offences Procedures Act  - The Dangerous Goods and Handling Act  
 

When applicable, authority to execute warrants or to act under the direction of the RCMP. 
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OTHER DUTIES – 10% 
• Assist the RCMP as requested 
• Prepare monthly, quarterly and annual activity reports as well as prepare and maintain all 

necessary correspondence, files, forms, etc. related to Bylaw and Statute Enforcement. 
• Prepare an annual operating budget 
• Assist in public safety programs (i.e. Bike Rodeo, Check Stop Programs, Foot/Bike Patrols in 

Parks) 
• Prepare bylaw enforcement records to Protective Services Committee 
• Liaise with the Protective Services Committee 
• Monitoring of the Auxiliary Community Peace Officer Program 
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Village of 
Longview 

Policies and 
Procedures 

Policy Name: 
 

Progressive Discipline & Alternative 
Dispute Resolution 

Section: 
HR – Human Resources 
Sub Section: 
001 – Employee Relations 

Policy Number: 
HR-001-001a 
Revised: 
Oct___, 2019 
Replaces:  
HR-001-001  

 

Policy Statement 

The Village of Longview objective is to establish a long term and productive relationship with 
all of its employees.  This objective can be reached through creating an environment of training, 
development and human resource management which facilitates the provision of a high 
standard of excellence in the services the Village and its employees provide to the Village’s 
residents and ratepayers.  We can achieve this common goal through an ongoing process of 
education, dialogue and performance evaluation between the Village and its employees. 

All employees are expected to meet reasonable standards of competence, care and respect for 
others, and accountability for what we do while on duty or acting as a representative of the 
Village of Longview. If an employee performs below standard, or violates any employment 
policy, Performance Improvement Steps may be taken.  The purpose of the Performance 
Improvement Steps is to work with the employee to restore a positive and gainful working 
relationship and to improve their performance to an acceptable level. 

This protocol is intended to provide a guideline to the Village’s supervisors and employees in 
situations involving employee misconduct and/or performance concerns. 

Nothing in this policy shall in any way impact or affect the Village’s ability to terminate an 
employee immediately and for just cause in appropriate circumstances. 

Procedure 

At all times, the appropriate Performance Improvement Steps to be taken is at the full 
discretion of the CAO.  However, the usual pattern of response to employee misconduct or 
performance concerns will be as follows: 

Performance Improvement Steps 

MINOR COMPLAINT RESOLUTION 

Complaints: Complaints received by the Village either verbal, phone, or email about a peace officer 
or staff member will be assessed by the employee’s supervisor to determine the level 
of severity and determine the best course of action to resolve the complaint. 

Discussion:  Supervisor to have a conversation with the staff member explaining the complaint and 
getting their side of the story, then identifying any corrective action to be taken or 
adjustments made in procedures.  
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Response:  After the discussion with the staff, the supervisor will email or respond to the 
complainant to mention the actions taken and ask if they are satisfied that the matter 
has been handled.  

Recording: A file will be put in the personnel files identify the complaint date, the staff 
conversation date, the resolution, and the contact date. The complaint will be removed 
from the personnel file after two years if no further complaints are received. 

MORE SERIOUS COMPLAINTS or NON-AGREEMENT 

Complaints: Complaints received by the Village either verbal, phone, or email about a peace officer 
or staff member will be assessed by the employee’s supervisor to determine the level 
of severity and determine the best course of action to resolve the complaint. 

Discussion:  Supervisor to have a conversation with the staff member explaining the complaint and 
getting their side of the story. If they cannot come to a mutually satisfactory solution 
then a third party may be brought in to help resolve situation either through 
mediation or investigation. 

Mediation:  For more serious breaches of behavior a third party may be brought in to address the 
complaint. They will listen to both sides and decide on a corrective course of action.  

Investigation: For more the most serious breaches of behavior a third party may be brought in to 
investigate the complaint. Upon receipt of the Investigation Report a meeting with the 
staff member will be held to address the results of the report and to determine a 
course of action to ensure that the nature of the complaint is addressed to prevent 
further reoccurance. 

Response:  After mediation or investigation, the supervisor will email or respond to the 
complainant to mention the actions taken and ask if they are satisfied that the matter 
has been handled.  

Recording: A file will be put in the personnel files identify the complaint date, the staff 
conversation date, the resolution, and the contact date. The complaint will be removed 
from the personnel file after four years if no further complaints are received. 

Written Warning  

Repeated incidents of minor employee misconduct or performance concerns, or a failure by the 
employee to take corrective action, as directed by his/her Supervisor in verbal discussion as 
outlined above, will normally be dealt with through a written warning issued by the CAO. 

The written warning will outline the nature of the misconduct or performance concern, the 
Village’s expectations, any corrective action required to be undertaken by the employee, the 
time frame for the employee’s improvement and the consequences of future misconduct, the 
ongoing failure for the employee to undertake corrective action or the employee’s failure to 
otherwise improve his/her performance as directed by his/her Supervisor. 

The employee must acknowledge receipt of the written warning, a copy of which will be 
retained in the employee’s personnel file.  Failure or refusal by the employee to provide written 
acknowledgment of receiving the written warning will be noted in the employee’s personnel file 
and may form the basis for further Performance Improvement Steps. 
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The Supervisor and employee shall meet to discuss what corrective action has been undertaken 
within the prescribed time period. 

If the employee has taken all the required corrective action within the stated time frame, no 
further Performance Improvement Steps shall be taken and a memo shall be placed in the 
employee’s personnel file confirming that all corrective action has been undertaken by the 
employee to the satisfaction of the Supervisor and that no further Performance Improvement 
Steps is to be taken. 

If there is a re-occurrence of the misconduct or performance concern which formed the basis of 
the written warning at any time, the Village CAO shall undertake whatever Performance 
Improvement Steps they deem appropriate under the circumstances including, but not limited 
to, issuing a final written warning or suspension or terminating the employee on either a with 
or without just-cause basis. 

If the employee has failed to take all corrective action within the prescribed timeframe set out 
in the written warning, and if, in the CAO’s opinion, it is appropriate to extend the timelines in 
which the prescribed corrective action is to be undertaken by the employee or to otherwise 
modify the corrective action to be undertaken by the employee, the CAO has the full 
discretionary authority to do so in writing. 

The employee must acknowledge receipt of the adjustment, a copy of which will be retained in 
the employee personnel file. Failure or refusal by the employee to provide written 
acknowledgment of receiving the adjustment will be noted in the employee personnel file and 
may form the basis for further Performance Improvement Steps.   

Suspension and Final Written Warning 

If the written warning is ineffective in improving performance to the expected standards, the 
employee may be subject to a suspension from work without pay for a period of up to two 
weeks.  In the event that a suspension is necessary, the employee will also receive a final 
written warning that shall include a summary of the Performance Improvement Steps taken to 
date, the reason for suspension, the period of suspension, any appropriate conditions of the 
suspension, i.e., being available for investigation purposes, return of keys and access cards, etc., 
a summary of the corrective action which remains to be taken by the employee or any other 
expectations upon return within a stated time frame and a warning of the consequences which 
the employee may face if he/she does not take the corrective action within the stated time 
frame. This may include that any other related performance issues may result in dismissal from 
employment for cause. 

The employee must acknowledge receipt of the final written warning, a copy of which will be 
retained in the employee’s file.  Failure or refusal by the employee to provide written 
acknowledgment of receiving the final written warning will be noted in the employee personnel 
file and may form the basis for further Performance Improvement Steps.  The employee’s 
Supervisor should consult with CAO in the creation of the final written warning. 

Termination Hearing  

If the initial problem is very serious or if a previously addressed problem persists, a 
termination meeting with the employee and the CAOmay be required. An employee may be 
returned to the Performance Improvement Steps process if it appears that a necessary level of 
trust is established and there is demonstrated promise of the situation improving. 

No permanent employee will be terminated without the prior involvement and approval of CAO 
or his/her designate. 
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Repeated incidents of employee misconduct or performance concerns or the employee’s 
ongoing failure to undertake corrective action or otherwise improve his/her performance, 
following the issuance of a written warning or final written warning as outlined above, or one 
incident of serious employee misconduct or performance concern may result in the employee 
being subject to immediate termination for just-cause without notice or payment in lieu of 
notice. 

Nothing in this policy restricts the Village’s ability to immediately terminate an employee for 
just-cause in any appropriate circumstances without following any of the prior steps listed 
above. 

Nothing in this policy restricts the Village’s ability to terminate an employee without cause 
upon providing reasonable notice or payment in lieu of notice of the termination to the 
employee at any time and for any reason, regardless of whether or not the Village has followed 
any of the prior steps listed above. 
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Attachment – Schedule A 
 Village of Longview 

Code of Conduct 
 

Preamble:  

The citizens and businesses of Longview are entitled to have fair, ethical and accountable local 
government which has earned the public's full confidence for integrity. In keeping with the 
Village of Longview’s commitment to excellence, the effective functioning of democratic 
government therefore requires that: 

• Public service employees comply with both the letter and spirit of the laws and policies 
affecting the operations of government;  

• Public Service Employees be independent, impartial and fair in their judgment and actions;  

• Public Service Employment be used for the public good, not for personal gain; and  

• Public Service work be conducted in an atmosphere of respect and civility between 
employees, and between employees and management.  

To this end, the Longview Village Council has adopted a Code of Ethics for employees of the 
Village and management of the Village to assure public confidence in the integrity of local 
government and its effective and fair operation.  

Conduct of Employees and Management:  

The professional and personal conduct of employees and management must be above reproach 
and avoid even the appearance of impropriety. Employees and management shall refrain from 
abusive conduct, personal charges or verbal attacks upon the character or motives of members 
of Council, boards and committees, management, the staff, or public.  

Confidential Information:  

Employees and management shall respect the confidentiality of information concerning the 
property, personnel or affairs of the Village. They shall neither disclose confidential information 
without proper legal authorization, nor disclose information which they may have received by 
virtue of their employment, nor use such information to advance their personal, financial or 
other private interests.  

Use of Public Resources:  

Neither employees and nor management shall use public resources not available to the public in 
general, such as Village staff time, equipment, supplies or facilities, for private gain or personal 
purposes.  

Communications 

Employees and Management shall represent the official policies or positions of the Village 
Council, board or committee to the best of their ability when designated as delegates for this 
purpose. When presenting their individual opinions and positions, employees and staff shall 
explicitly state they do not represent their body or the Village of Longview, nor will they allow 
the inference that they do.  
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Compliance and Enforcement:  

Employees and management themselves have the primary responsibility to assure that ethical 
standards are understood and met, and that the public can continue to have full confidence in 
the integrity of local government.  

Management has the additional responsibility to intervene when actions of employees that 
appear to be in violation of the Code of Ethics are brought to their attention.  

Management may impose disciplinary sanctions in accordance with the Progressive Discipline 
Policy adopted by the Village Council on employees whose conduct does not comply with the 
Village's ethical standards. 
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Schedule “B” 
Village of Longview 

Progressive Discipline Policy 

 

Acknowledgement & Agreement 
 

 

I certify that I have read, understand, and agree to the terms set forth in the Village of 
Longview’ Progressive Discipline Policy. 

 

I agree to adhere to this policy and I understand that if I violate the rules set forth in this 
policy, I may face punitive or corrective action, up to and including termination of 
employment. 

 

I further certify that I have received a copy of this policy and understand that if I am not in 
agreement with the terms set forth in this policy, that a copy of Schedule “A” will still form 
part of my personnel file. 

 

 

 
_________________________________________________   ___________________________________________________  

Name (please print) Signature 
 

 
_________________________________________________   ___________________________________________________  

Date Witness 
 



 

 

1 

 

Village of 
Longview 

Policies and 
Procedures 

Policy Name: 
 

Progressive Discipline & Alternative 
Dispute Resolution 

Section: 
HR – Human Resources 
Sub Section: 
001 – Employee Relations 

Policy Number: 
HR-001-001a 
Revised: 
Oct___, 2019 
Replaces:  
HR-001-001  

 

Policy Statement 

The Village of Longview objective is to establish a long term and productive relationship with 
all of its employees.  This objective can be reached through creating an environment of training, 
development and human resource management which facilitates the provision of a high 
standard of excellence in the services the Village and its employees provide to the Village’s 
residents and ratepayers.  We can achieve this common goal through an ongoing process of 
education, dialogue and performance evaluation between the Village and its employees. 

All employees are expected to meet reasonable standards of competence, care and respect for 
others, and accountability for what we do while on duty or acting as a representative of the 
Village of Longview. If an employee performs below standard, or violates any employment 
policy, Performance Improvement Steps may be taken.  The purpose of the Performance 
Improvement Steps is to work with the employee to restore a positive and gainful working 
relationship and to improve their performance to an acceptable level. 

This protocol is intended to provide a guideline to the Village’s supervisors and employees in 
situations involving employee misconduct and/or performance concerns. 

Nothing in this policy shall in any way impact or affect the Village’s ability to terminate an 
employee immediately and for just cause in appropriate circumstances. 

Procedure 

At all times, the appropriate Performance Improvement Steps to be taken is at the full 
discretion of the CAO.  However, the usual pattern of response to employee misconduct or 
performance concerns will be as follows: 

Performance Improvement Steps 

MINOR COMPLAINT RESOLUTION 

Complaints: Complaints received by the Village either verbal, phone, or email about a peace officer 
or staff member will be assessed by the employee’s supervisor to determine the level 
of severity and determine the best course of action to resolve the complaint. 

Discussion:  Supervisor to have a conversation with the staff member explaining the complaint and 
getting their side of the story, then identifying any corrective action to be taken or 
adjustments made in procedures.  
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Response:  After the discussion with the staff, the supervisor will email or respond to the 
complainant to mention the actions taken and ask if they are satisfied that the matter 
has been handled.  

Recording: A file will be put in the personnel files identify the complaint date, the staff 
conversation date, the resolution, and the contact date. The complaint will be removed 
from the personnel file after two years if no further complaints are received. 

Verbal Warning – Minor incidents of employee misconduct (performance) concerns, 
which have occurred for the first time, may be initially dealt with through verbal 
discussions between the employee’s Supervisor and the employee.  This discussion will 
include a description of the concerns, expectations for the future and any corrective 
action to be taken by the employee.  A written record of such a verbal discussion will be 
documented for the employee’s personnel file by the employee’s Supervisor. 

MORE SERIOUS COMPLAINTS or NON-AGREEMENT 

Complaints: Complaints received by the Village either verbal, phone, or email about a peace officer 
or staff member will be assessed by the employee’s supervisor to determine the level 
of severity and determine the best course of action to resolve the complaint. 

Discussion:  Supervisor to have a conversation with the staff member explaining the complaint and 
getting their side of the story. If they cannot come to a mutually satisfactory solution 
then a third party may be brought in to help resolve situation either through 
mediation or investigation. 

Mediation:  For more serious breaches of behavior a third party may be brought in to address the 
complaint. They will listen to both sides and decide on a corrective course of action.  

Investigation: For more the most serious breaches of behavior a third party may be brought in to 
investigate the complaint. Upon receipt of the Investigation Report a meeting with the 
staff member will be held to address the results of the report and to determine a 
course of action to ensure that the nature of the complaint is addressed to prevent 
further reoccurance. 

Response:  After mediation or investigation, the supervisor will email or respond to the 
complainant to mention the actions taken and ask if they are satisfied that the matter 
has been handled.  

Recording: A file will be put in the personnel files identify the complaint date, the staff 
conversation date, the resolution, and the contact date. The complaint will be removed 
from the personnel file after four years if no further complaints are received. 

Written Warning –  

More serious incidents of employee misconduct or performance concerns, rRepeated incidents 
of minor employee misconduct or performance concerns, or a failure by the employee to take 
corrective action, as directed by his/her Supervisor in verbal discussion as outlined above, will 
normally be dealt with through a written warning issued by the employee’s Supervisor with the 
prior approval of CAO. 

The written warning will outline the nature of the misconduct or performance concern, the 
Village’s expectations, any corrective action required to be undertaken by the employee, the 
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time frame for the employee’s improvement and the consequences of future misconduct, the 
ongoing failure for the employee to undertake corrective action or the employee’s failure to 
otherwise improve his/her performance as directed by his/her Supervisor. 

The employee must acknowledge receipt of the written warning, a copy of which will be 
retained in the employee’s personnel file.  Failure or refusal by the employee to provide written 
acknowledgment of receiving the written warning will be noted in the employee’s personnel file 
and may form the basis for further Performance Improvement Steps. 

The Supervisor and employee shall meet to discuss what corrective action has been undertaken 
within the prescribed time period. 

If the employee has taken all the required corrective action within the stated time frame, no 
further Performance Improvement Steps shall be taken and a memo shall be placed in the 
employee’s personnel file confirming that all corrective action has been undertaken by the 
employee to the satisfaction of the Supervisor and that no further Performance Improvement 
Steps is to be taken. 

If there is a re-occurrence of the misconduct or performance concern which formed the basis of 
the written warning at any time, the Supervisor shall inform CAO of the re-occurrence and the 
Supervisor and the Village CAO shall undertake whatever Performance Improvement Steps they 
deem appropriate under the circumstances including, but not limited to, issuing a final written 
warning or suspension or terminating the employee on either a with or without just-cause 
basis. 

If the employee has failed to take all corrective action within the prescribed timeframe set out 
in the written warning, and if, in the CAO’s opinion, it is appropriate to extend the timelines in 
which the prescribed corrective action is to be undertaken by the employee or to otherwise 
modify the corrective action to be undertaken by the employee, the CAO has the full 
discretionary authority to do so in writing. 

The employee must acknowledge receipt of the adjustment, a copy of which will be retained in 
the employee personnel file. Failure or refusal by the employee to provide written 
acknowledgment of receiving the adjustment will be noted in the employee personnel file and 
may form the basis for further Performance Improvement Steps.   

The employee’s Supervisor shall forward a copy of the adjustment for the employee’s personnel file. Formatted: Font: 11 pt

Formatted: Left, Indent: Left:  0"



 

 

4 

Suspension and Final Written Warning –  

If the written warning is ineffective in improving performance to the expected standards, the 
employee may be subject to a suspension from work without pay for a period of up to two 
weeks.  In the event that a suspension is necessary, the employee will also receive a final 
written warning that shall include a summary of the Performance Improvement Steps taken to 
date, the reason for suspension, the period of suspension, any appropriate conditions of the 
suspension, i.e., being available for investigation purposes, return of keys and access cards, etc., 
a summary of the corrective action which remains to be taken by the employee or any other 
expectations upon return within a stated time frame and a warning of the consequences which 
the employee may face if he/she does not take the corrective action within the stated time 
frame. This may include that any other related performance issues may result in dismissal from 
employment for cause. 

The employee must acknowledge receipt of the final written warning, a copy of which will be 
retained in the employee’s file.  Failure or refusal by the employee to provide written 
acknowledgment of receiving the final written warning will be noted in the employee personnel 
file and may form the basis for further Performance Improvement Steps.  The employee’s 
Supervisor should consult with CAO in the creation of the final written warning. 

Termination Hearing –  

If the initial problem is very serious or if a previously addressed problem persists, a 
termination meeting with the employee and the CAO, supervisor and Human Resources may be 
required. An employee may be returned to the Performance Improvement Steps process if it 
appears that a necessary level of trust is established and there is demonstrated promise of the 
situation improving. 

No permanent employee will be terminated without the prior involvement and approval of CAO 
or his/her designate. 

Repeated incidents of employee misconduct or performance concerns or the employee’s 
ongoing failure to undertake corrective action or otherwise improve his/her performance, 
following the issuance of a written warning or final written warning as outlined above, or one 
incident of serious employee misconduct or performance concern may result in the employee 
being subject to immediate termination for just-cause without notice or payment in lieu of 
notice. 

Nothing in this policy restricts the Village’s ability to immediately terminate an employee for 
just-cause in any appropriate circumstances without following any of the prior steps listed 
above. 

Nothing in this policy restricts the Village’s ability to terminate an employee without cause 
upon providing reasonable notice or payment in lieu of notice of the termination to the 
employee at any time and for any reason, regardless of whether or not the Village has followed 
any of the prior steps listed above. 
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Attachment – Schedule A 
 Village of Longview 

Code of Conduct 
 

Preamble:  

The citizens and businesses of Longview are entitled to have fair, ethical and accountable local 
government which has earned the public's full confidence for integrity. In keeping with the 
Village of Longview’s commitment to excellence, the effective functioning of democratic 
government therefore requires that: 

• Public service employees comply with both the letter and spirit of the laws and policies 
affecting the operations of government;  

• Public Service Employees be independent, impartial and fair in their judgment and actions;  

• Public Service Employment be used for the public good, not for personal gain; and  

• Public Service work be conducted in an atmosphere of respect and civility between 
employees, and between employees and management.  

To this end, the Longview Village Council has adopted a Code of Ethics for employees of the 
Village and management of the Village to assure public confidence in the integrity of local 
government and its effective and fair operation.  

Conduct of Employees and Management:  

The professional and personal conduct of employees and management must be above reproach 
and avoid even the appearance of impropriety. Employees and management shall refrain from 
abusive conduct, personal charges or verbal attacks upon the character or motives of members 
of Council, boards and committees, management, the staff, or public.  

Confidential Information:  

Employees and management shall respect the confidentiality of information concerning the 
property, personnel or affairs of the Village. They shall neither disclose confidential information 
without proper legal authorization, nor disclose information which they may have received by 
virtue of their employment, nor use such information to advance their personal, financial or 
other private interests.  

Use of Public Resources:  

Neither employees and nor management shall use public resources not available to the public in 
general, such as Village staff time, equipment, supplies or facilities, for private gain or personal 
purposes.  

 

 

Communications 

Employees and Management shall represent the official policies or positions of the Village 
Council, board or committee to the best of their ability when designated as delegates for this 
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purpose. When presenting their individual opinions and positions, employees and staff shall 
explicitly state they do not represent their body or the Village of Longview, nor will they allow 
the inference that they do.  

Compliance and Enforcement:  

Employees and management themselves have the primary responsibility to assure that ethical 
standards are understood and met, and that the public can continue to have full confidence in 
the integrity of local government.  

Management has the additional responsibility to intervene when actions of employees that 
appear to be in violation of the Code of Ethics are brought to their attention.  

Management may impose disciplinary sanctions in accordance with the Progressive Discipline 
Policy adopted by the Village Council on employees whose conduct does not comply with the 
Village's ethical standards. 
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Schedule “B” 
Village of Longview 

Progressive Discipline Policy 

 

Acknowledgement & Agreement 
 

 

I certify that I have read, understand, and agree to the terms set forth in the UVillage of 
Longview’ Progressive Discipline PolicyU. 

 

I agree to adhere to this policy and I understand that if I violate the rules set forth in this 
policy, I may face punitive or corrective action, up to and including termination of 
employment. 

 

I further certify that I have received a copy of this policy and understand that if I am not in 
agreement with the terms set forth in this policy, that a copy of Schedule “A” will still form 
part of my personnel file. 

 

 

 
 _______________________________________________   _________________________________________________  

Name (please print) Signature 
 

 
 _______________________________________________   _________________________________________________  

Date Witness 
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