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AGREEMENT 

This Agreement is between the CITY OF INDIANAPOLIS (hereinafter referred to as the "City") 
on behalf of the INDIANAPOLIS FIRE DEPARTMENT COMMUNICATIONS DIVISION 
(hereinafter referred to as the "Department") and the INDIANAPOLIS PROFESSIONAL FIRE 
FIGHTERS, LOCAL 416 on behalf of the Fire/EMS Communications (hereinafter referred to as 
the "IPFF"): The general purpose of this Agreement is to set forth the salary and fringe 
benefit structure applicable to certain Fire/EMS Communications employees in the City of 
Indianapolis and to promote orderly and peaceful labor relations for the mutual interest of the 
City, the employees and the IPFF. 

WITNESS: 

That, to facilitate harmony and efficiency to the end that the City and the IPFF and the 
general public may mutually benefit, the City and IPFF have the following understanding: 

 

ARTICLE I 
 

Period of Agreement 

 

Section 1.  Duration.  

THIS AGREEMENT shall take effect January 1, 2014, and shall continue in force and effect until 
12:00 midnight, December 31, 2017. This Agreement shall continue in full force and effect from 
year to year thereafter, unless either party desiring to amend this Agreement shall notify the 
other in writing of such intent prior to August 1, 2017. Notice of a request for amendment shall 
specify the content of any and all proposed amendments. If no understanding by the parties has 
been reached by the expiration date, this Agreement shall continue in full force and effect until a 
new Agreement is reached by the parties or for a period of one (1) year, whichever is shorter.  If 
no Agreement is reached within that year, this Agreement may be extended for additional 
periods of time by written agreement of both parties. 

 

Section 2.  Complete Agreement.  

This document and associated side letters constitute the sole and complete Agreement 
between the parties. All terms and conditions of employment not covered by this Agreement 
shall continue to be subject to the City's direction and control. 
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Section 3.  Severability. 

In the event that any provisions of this Agreement are found to be inconsistent with existing 
statutes or ordinances, the provisions of such statutes or ordinances shall prevail; and if any 
provision herein is found to be invalid and unenforceable by a court or other authority having 
jurisdiction, then such provision shall be considered void, but all other valid provisions shall 
remain in full force and effect. The parties hereto agree to notify the other of any ruling in this 
regard. 

 

ARTICLE II 
 

Conditional Recognition 

 

Section 1.  Recognition.  

The City recognizes the IPFF as the exclusive representative for the Fire/EMS Communications 
employees set forth in Article V for the purpose of meeting and conferring with respect to 
salaries, fringe benefits and appropriate mutual concerns in the Fire/EMS Communications 
Division, provided such recognition is conditioned on the terms of Section 2 of this Article. The 
City shall not negotiate with, or make any collective bargaining agreement or contract with any 
other employee group working in classifications by this Agreement. 

 

Section 2.  Employees Excluded From Bargaining Unit.  

Upper-level, policy making/management/supervisory employees shall be excluded from the 
bargaining unit. Such upper-level employees include Communications Manager and Assistant 
Manager. 

 

ARTICLE III 
 

IPFF and City Rights and Obligations  

 

Section 1.  IPFF Rights. 

(1) Dues Checkoff.   
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Upon receipt of voluntary, written, current, signed authorization in such form as complies 
with the law of Indiana, (Indiana Code 22-2-6-2) from employees who are covered by this 
Agreement and who are members of the IPFF, the City shall deduct each month from the 
earnings of each of said employees an amount representing their regular, monthly dues for 
the preceding month and shall remit such monies, together with the appropriate records, 
to a designated IPFF official. The City agrees that dues may be deducted in varying 
amounts.  The City shall not be liable to the IPFF for failure to make deductions for dues. 
In the event of an overcharge already remitted to the IPFF, it shall be the responsibility of 
the IPFF alone to adjust the matter with the employee. The City shall not make dues 
deductions for employees covered by this Agreement on behalf of any other employee 
organization. The IPFF will indemnify the City and hold it harmless from any or all claims or 
liabilities which may arise under this paragraph. 

(2) Time Off for Union Business.   

All union business and activity shall be on an employee's own time and shall not be 
compensated by the City except as specifically set forth below: 

(a) A bank of 100 hours per year will be furnished by the City for use by Fire/EMS 
Communications officers as IPFF Pool Time. This time shall be used by 
Communications representatives on the IPFF Executive Board or their designees to 
conduct business directly related to labor-management relations such as the 
investigation and adjustment of grievances and educational activity which the 
Department and the IPFF mutually agree is in the best interest of the City and the 
IPFF.  IPFF Pool Time hours shall only be used by IPFF representatives for business 
performed during their regularly scheduled work hours. Employees properly charging 
hours against IPFF Pool Time will be compensated at their regular rate of pay. Employees 
must use a minimum of one (1) hour of pool time.  After the first hour, pool time 
may be taken in half (1/2) hour increments.  To be eligible for compensation under 
this subsection, the approval of the Chief or his designee and the President of the IPFF 
or his designee is required, which approval shall not be unreasonably withheld.  The 
specific procedures for drawing on the Pool Time will be set out in a Policy which shall be 
issued by the Chief after consulting with the IPFF.  Such approval must be in writing or 
verbal with subsequent written confirmation signed by the authorizing officer.  There 
shall be no carryover or borrowing of IPFF Pool Time hours among calendar years.   

(b) The City agrees to compensate IPFF representatives for regularly scheduled working 
time missed while attending meetings initiated by and subject to the control of the Fire 
Department or the Department of Public Safety, including IPFF-Management 
Committee meetings, and while attending joint meetings concerning renewal of this 
Agreement. If IPFF representatives are required by the City to attend said meetings on 
non-scheduled work hours they shall be compensated, at their regular rate of pay. 

(c) No time may be authorized if the ability of available communications personnel to 
provide required services would be adversely affected. 
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(d) The City agrees to compensate IPFF representatives for regularly scheduled working 
time missed in attending educational conferences determined by the City to be of 
value to overall City operations. The Chief may approve compensation by the City for 
IPFF representatives attending any approved conference under this subsection. No 
request for compensation under this subsection shall be considered valid unless 
made at least 30 calendar days prior to the anticipated conference or at the chief’s 
discretion. In no event shall the City be obligated to pay any IPFF representative for 
costs incurred in attending any conference nor shall the City be obligated to pay IPFF 
representatives compensation other than the amount of compensation due for 
regularly scheduled working hours missed by the representative during the 
conference. 

(3) Non-Discrimination.   

The City shall not make any regulation affecting the right of any employee or employees to 
join, or refrain from joining, the IPFF or other lawful employee organization; provided that 
the City shall retain the full right to control employees' actions, property and equipment 
during working hours and to control the use of City's premises. 

 

Section 2.  City Rights.   

The City, on its own behalf and on behalf of its citizens, hereby retains and reserves all powers, 
rights, authority, duties, and responsibilities conferred upon and vested in it by the laws and 
the Constitution of the State and of the United States, the City Charter, and Code and any 
modifications made thereto, and any resolution passed by City elected officials. Further, all 
rights which are ordinarily vested in and are exercised by employers except to the extent such 
as are specifically relinquished herein are reserved to and remain vested in the City. 

 

Section 3.  No Work Stoppage or Lockouts.  

As the services performed by the employees covered by this Agreement are essential to the 
administration of the Indianapolis Fire Department and to the welfare of the public dependent 
thereon, the IPFF agrees that in no event whatsoever, during the term of this Agreement, will the 
IPFF or any of the employees covered by this Agreement, initiate, authorize, sanction, 
encourage, support or engage in any strike, slowdown, concerted job action, work stoppage, 
"sick-out" or cease the continuous performance of their duties. The Department agrees that no 
lockout shall take place during the term of this Agreement. 

The IPFF acknowledges that any conduct which violates this section threatens irreparable harm 
to the public. The IPFF shall have no liability for unauthorized activity by employees in violation 
of this section, and agrees to immediately make a vigorous and bona fide effort to end all such 
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activity in the event of a documented violation of this section, including written notification to 
each offending employee that his/her activity is unprotected and is not authorized, supported 
or ratified by the IPFF. 

 

ARTICLE IV 

 
Miscellaneous 

 

Section 1.  Employee-Management Committee.  

There shall be an Employee-Management Committee with representatives appointed by IPFF 
and Communications.  Said committee shall meet at mutually convenient times and such 
meetings to be held with the Chief of Fire or Director of Public Safety Communications or their 
representatives for the purpose of discussing and seeking solutions to Employee-Management 
relationship problems. 

Advance arrangements will be made for such meeting at times and places mutually 
satisfactory to the parties concerned. Discussions and recommendations for consideration 
at said meeting shall be limited to the subject matter included in the agenda submitted by 
the IPFF to the Chief or Director of Public Safety Communication, or by the Chief or Director 
to the IPFF or their respective representatives at least seven calendar days prior to the 
agreed upon meeting date. The IPFF shall keep the Director of Public Safety informed as to 
the current identity of the IPFF members on the Committee. 

 

Section 2.  Trading Duty Time.   

All employees covered by this Agreement may voluntarily trade duty time provided that these 
trades are approved in advance and do not adversely affect operations. If at all possible, all trades 
requests should be submitted two (2) weeks in advance and provide on call responsibilities are 
met. Additionally, the time must be traded and re-paid within the same pay period.  The 
procedure for trading duty time will be set out in a Policy which shall be issued by the Chief. 

 

Section 3.  CPR and EMD Certification: 

All employees covered by this Agreement may choose to do their CPR and EMD certification on-
duty during their normal shift each year as required by Department policy  provided staffing 
levels, the availability of the training and the minimum size of the class allow such a choice to 
be exercised. Employees participating in such training shall be paid at the appropriate rate. 
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Section 4.  Merit Employees. 

In accordance with Indianapolis-Marion County, IN Code of Ordinances Sec. 252-107, all 
employees covered by this Agreement shall be considered merit employees.  Accordingly, all 
civilian merit personnel management programs shall be administered in accordance with the merit 
systems outlined in Sec. 252-106 of the Code. 

 

Section 5.  Probationary Telecommunicator. 

Employee who has completed all training modules but has not completed one (1) year from date 
of employment.  During probationary year, employment may be terminated by the Chief with or 
without cause, and such termination shall be final and not subject to review. 

 

Section 6.  Telecommunicator. 

A permanent employee, who has completed all training modules and one (1) year of employment 
from the date of hire.  Employee may be subject to discharge or discipline for any cause in 
conformity with the rules adopted by the civilian fire merit board.   

The Department will define the job description, duties and responsibilities of a Telecommunicator.  

 

Section 7.  Communications Training Officer (CTO). 

A Telecommunicator, designated by the Department, who conducts and oversees the required 
day-to-day instruction of trainees in the communications center on his/her shift.  The Department 
will define the job description, duties and responsibilities as well as the appropriate level of 
knowledge, competency, and experience required to be a CTO.  One Telecommunicator shall be 
designated as a CTO per shift. 

 

Section 8.  Senior Telecommunicator.  

A Telecommunicator, designated by the Department, who oversees CTOs, conducts training as 
needed, assists and may fill in for a Lead Telecommunicator.  The Department will define the job 
description, duties and responsibilities as well as the appropriate level of knowledge, competency, 
and experience required to be a Senior Telecommunicator.  One Senior Telecommunicator shall be 
designated per shift. 
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Section 9.  Lead Telecommunicator: 

A Telecommunicator, designated by the Department, who is overall responsible for the day-to-day 
operations of the of the communications center on his/her shift.  The Department will define the 
appropriate level knowledge, competency, and experience required to be a Lead 
Telecommunicator.  One Lead Telecommunicator shall be designated per shift. 

 

Section 10.  Administrative Reorganization. 

With the elimination of the Assistant Supervisor and Supervisor Positions, employees previously 
designated as an Assistant Supervisor shall be designated as a Senior Telecommunicator and 
employees previously designated as a Supervisor shall be designated as a Lead 
Telecommunicator.  For the purpose of calculating status and pay, as well as other rights and 
benefits determined by seniority these employees will be treated as if they were continuously 
covered by this Agreement as a Telecommunicator. 

 

Section 11.  Discipline and Grievances.  

All disciplinary proceedings and internal grievances shall be considered carefully and 
processed promptly in accordance with Appendixes B through E. 

 

Section 12.  Staffing. 

Minimum staffing levels for the IFD/EMS Communications Center during normal operations are 
as follows:  

 

 Time of Day  No. of Employees* 

0700 0700 - 1100 6 

 1100 - 2300 7 

 2300 - 0700 5 

 

*The number of employees for this section may include supervisory personnel. 
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Section 13.  Shift and Vacancy Bidding and Seniority. 

At least annually, prior to annual benefit leave selection, the Department will open all vacant 
shift positions for bidding.  Whenever possible, the most senior qualified person requesting 
change of shift will be awarded the vacant position.  However, there may be times when it is in 
the best interest of the City to assign an employee without highest seniority to balance out the 
shift.  

Additionally, the Department may post vacancies whenever and as often as they arise.  All 
vacancies will be filled voluntarily by seniority, whenever possible. If it becomes necessary for 
the Department to change an employee’s shift assignment the Department will make a good 
faith effort to ensure the employee’s scheduled leave is honored. 

In the event that vacancies arise and are not filled voluntarily, in order to maintain efficient 
operations, the Department may mandate that an employee change shifts.  In such case, the 
least senior qualified person will be required to change shifts. Employees who request a shift 
change other than the annual shift bid do so knowing what dates are available on the calendar 
and should consider that when requesting a shift change.  If it is possible with minimal or no 
staffing interruption management will honor previously scheduled leave. 

If the Department mandates a shift change, all scheduled benefit leave will be honored.  If an 
individual voluntarily changes shifts, the Department will make good faith effort to honor all 
scheduled benefit leave. 

Seniority for bidding vacancies and shifts shall be determined by the date the employee 
completes training module 2. 

Seniority for pay and benefits shall be determined by the date of hire. 

 

Section 14.  Overtime Policy.  

In order to maintain adequate staffing of the FIRE/EMS Communications Center, it may be 
necessary to call back employees to work unscheduled hours in addition to their regularly 
scheduled hours.    

In all occasions, where practicable, overtime call back will be assigned based on a voluntary 
election by all employees covered by this Agreement.    

Upon completion of annual benefit leave selection as defined in Article VI, Section 4 (2), the 
Communications Manager or his/her designee will identify overtime needs, for the following 
year, which were created by the benefit leave scheduled by employees covered by this 
Agreement.  This list will be made available prior to December 1st each year.   
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If the Communications Manager or his/her designee determines that the staffing level on the 
shift two weeks out will be below required minimum staffing level, he/she shall implement the 
overtime call back procedures.   

The Communications Manager or his/her designee shall contact employees covered by this 
Agreement to give an opportunity to volunteer to fill these overtime vacancies.  These calls 
shall be made to employees based on seniority (highest to lowest) on each shift.  Employees 
will be contacted while they are on duty.   

If the overtime shift has not been filled within one week, employees may be called off duty 
between the hours of 1400-1600.  If the employee is not reached, the Communications 
Manager or his/her designee shall leave a message.  The employee will have twenty (20) 
minutes to call back in order to accept the overtime opportunity.  At the end of twenty (20) 
minutes, the process will be repeated with the next senior employee.   

Night shift employees will be given the option to work night shift and day shift employees will 
be given the option to work day shift.  Employees may volunteer to work either the first or 
second six (6) hours of the shift or the entire twelve (12) hour shifts. 

If no employee covered by this Agreement has volunteered to work, the mandatory overtime 
procedure will be followed.   

In the event mandatory overtime is required, the Communications Manager or his/her designee 
will keep a list of all employees available to work.  Night shift employees will be called to fill 
night shift overtime.  Day shift employees will be called to fill day shift overtime.  Each available 
employee will be called in reverse seniority order (lowest to highest) on his/her shift.  As an 
employee is called, he/she will rotate to the bottom of the list and shall not be called to work 
again until each available employee has been called in order. 

No employee covered by this Agreement will be mandated to work more than four consecutive 
shifts.  

No employee covered by this Agreement will be mandated to work more than one (1) hour past 
the end of his/her regular or overtime shift. 

In the event that changes in staffing cause overtime to be cancelled and an employee to be sent 
home, the employee will receive two (2) hours of overtime pay.   
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Section 15.  Standard Operating Procedures. 

(1) Employer Right to Establish SOPs/Policies. 

The employer retains the right to establish reasonable Standard Operating Procedures 
(SOP)/Policies for Communications, including those relating to conduct and work 
performance. 

(2) Complete Set.   

Within two months of the effective date of this Agreement, the employer agrees to make 
available electronically to IPFF and all employees covered by this Agreement the current 
SOPs/Policies and will make available electronically to IPFF and all employees covered by 
this Agreement any changes, additions or deletions as they occur. 

(3) Changes in SOPs/Policies. 

Any changes in the SOPs/Policies by the employer are to be established in the following 
manner.  Before putting into effect any new or revised SOPs/Policies, the Department will 
meet with IPFF representatives to discuss the purpose and reasons for such new or 
changed SOP/Policy.  The IPFF may recommend changes within five (5) business days of 
receipt of such changes, but the final right to promulgate and implement SOPs/Policies 
rests with the Department.  In the event the Department decides that it is necessary to 
immediately put into effect a new or revised SOP/Policy, it may do so without the five (5) 
day notice. 

 

Section 16.  Exit Interviews. 

The Department’s personnel branch shall develop and conduct exit interviews of all employees 
upon retirement, resignation, or termination. 

 

ARTICLE V 

 

Compensation 

Section 1.  Base Hourly Wages.  

The base wages of all employees covered by this Agreement shall be set forth below payable the 
first payday after January 1, 2014 and shall be increased as set forth below payable on January 1 
of each year thereafter.   
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         Base Hourly Wages – 2014 to 2017  

 2014 Base  Increase 2015 Base 

Probationary Telecommunicator $13.86 2% $14.14 

Telecommunicator $14.39 2% $14.68 

Senior Telecommunicator $21.30 2% $21.73 

Lead Telecommunicator $24.03 2% $24.51 

Base Hourly Wages – 2015 to 2016 

 2015 Base  Increase 2016 Base 

Probationary Telecommunicator $14.14 3% $14.56 

Telecommunicator $14.68 3% $15.12 

Senior  Telecommunicator $21.73 3% $22.38 

Lead Telecommunicator $24.51 3% $25.25 

Base Hourly Wages – 2016 to 2017 

 2016 Base  Increase 2017 Base 

Probationary Telecommunicator $14.56 3% $15.00 

Telecommunicator $15.12 3% $15.57 

Senior Telecommunicator $22.38 3% $23.05 

Lead Telecommunicator $25.25 3% $26.00 

 

 

Section 2.  CTO Pay. 

An employee designated as a CTO will receive $9000 annually. CTO pay will be paid as a stack pay.  
The stack pay will be pro-rated (1/26th of $9,000) for every pay period in which the employee is 
designated as a CTO.  There shall be at least one CTO designated per shift. 
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Section 3.  Overtime Pay or Compensatory Time Off. 

Overtime for all employees covered by this Agreement shall be compensated as follows: 

(1) Overtime shall be defined as all hours worked beyond a forty (40) hour work week in a 
seven day work period.  Hours worked include all time the employee is required to be 
on duty. 

(2) All employees covered by this Agreement, shall be compensated at a rate of one and 
one-half (1½) times their regular rate of pay, or compensatory time at one and one-half 
(1½) hours, for hours worked beyond forty (40) hours of work in a seven day work 
period.  This rate shall be calculated by adding the sum of the employee’s base hourly 
wages, all paid leaves (Education Leave, Jury Duty, Military Service, and Family 
Bereavement), CTO pay, longevity pay, night shift differential pay, holiday pay, and fill-in 
pay.  Benefit leave hours used are added to the total hours worked.   

(3) All employees covered by this Agreement may elect to receive compensation for 
overtime in either cash or compensatory time.  He/she may only accrue a maximum of 
two hundred and forty (240) hours of compensatory time and must receive monetary 
compensation for subsequent overtime hours worked.  The Department shall make this 
option available in every overtime situation (up to the 240 hour maximum) and shall not 
force, coerce or intimidate employees into electing compensatory time in lieu of 
overtime pay.   

(4)  Overtime pay will be reflected on the paycheck following the end of the pay period in 
which the overtime was worked, provided the time is properly documented and 
approved.   

 

Section 4.  Fill-In Pay.  

For the efficient operations and staffing of Fire/EMS Communications, the Department may 

require a Senior Telecommunicator to staff or fill-in the position of a Lead Telecommunicator.   

If an employee covered by this Agreement is working to staff or fill-in for a Lead 

Telecommunicator, he/she shall be paid the hourly rate of a Lead Telecommunicator.   

Fill-in pay will be paid on an hour for hour basis. It is the obligation of the Department to 

identify and define any additional duties and/or expectations of the employee filling in for a 

Lead Telecommunicator.   The Department shall provide all training or certification it 

determines to be necessary to fill-in. 

 



 15 

Section 5.  On Call. 

All employees covered by this Agreement who are required to be on-call shall receive two (2) 
hours of overtime pay regardless of whether or not they are called in to work.  In the event 
that an on call employee is called in to work, normal overtime pay or compensatory time as 
defined above shall apply for the actual hours worked. 

Employees covered by this Agreement will not be considered for on call between consecutive 
days of scheduled benefit leave, except in times of emergency or when it is in the 
Department’s best interest.  The employee will not be on call until after the employee’s next 
regularly assigned shift day worked. 

On call will not be used to cover training except in times of emergency or when it is in the 
Department’s best interest. 

 

Section 6.  Longevity Pay.  

All employees covered by this Agreement shall be paid longevity pay at the rate of an additional 
$100/year beginning in the sixth year of employment (after completion of five years).  See 
Exhibit A. 

 

Section 7.  Retention Bonus. 

A $2,500 retention bonus shall be paid upon completion of an employee’s second year and fourth 
year of employment. 

 

Section 8.  Night Shift Differential. 

All employees covered by this Agreement who work the “night shift” (1800-0600) shall be paid an 
additional $.75 per hour in a night shift differential added to their base hourly rate. 

 

Section 9.  Holiday Pay.  

All employees covered by this Agreement who are required to work are paid for a holiday at 
their regular rate of pay for the hours worked, plus two and one half times (2½) his/her 
regular rate for the hours worked. 

Holiday pay will be paid to the employees who begin their shift on the actual holiday. 
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ARTICLE VI 
 

Fringe Benefits 

The City of Indianapolis shall maintain the following fringe benefits during the life of this 
Agreement: 

Section 1.  Health Insurance and Wellness Program. 

(1) The City agrees to use its best efforts to maintain the current practice of offering a choice 
of health insurance plans to all employees covered by this Agreement. If the cost of any 
such plans should be increased or become uncompetitive during the term of this 
Agreement, or if any carrier should add or impose objectionable terms and conditions to 
its plan during the term of this Agreement, the City shall be entitled to cancel such plan 
and to select a different plan which provides employees reasonably equivalent benefits 
and coverage after consultation with the IPFF.  The parties agree to the implementation 
of spousal exclusion for the term of the Agreement as long as it applies to all City/County 
employees equally.   

(2) Health Insurance benefits to include premium contributions, plan design, and available 
provider options shall remain the same as those of the Indianapolis Fire Department 
sworn personnel for the duration of this Agreement. 

(3) The City and IPFF must engage in mutual efforts to control the cost of health care. 
Accordingly, the City shall continue a Wellness Program for telecommunicators to help 
reduce health care costs.  

 

Section 2.  Health Savings Account (HSA). 

All employees covered by this Agreement who are insured under a City sponsored high 

deductible health plan, shall receive two deposits of one-half of the City’s total annual 

contribution into the member’s Health Savings Account (HSA).  Those contributions will occur 

on the first pay date of January and July of each year of this Agreement. 

IPFF retains the right to open discussions with the City in regards to allowing employees 
covered by this agreement the option to deposit cash values of compensation time into a 
members HSA. 
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Section 3.  Voluntary Employee Beneficiary Association (VEBA).  

The Post Employment Health Plan (PEHP) is a Voluntary Employee Beneficiary Association 
(VEBA) governed by section 501(c)(9) of the Internal Revenue Code.   

Upon retirement, resignation, or termination, each employee covered by this Agreement shall 

receive payment for accrued benefit leave and compensatory time.  This compensation shall be 

contributed into the individual’s PEHP account upon separation.   

If the employee resigns or is terminated prior to completion of six months of employment, 

he/she will not be paid for accumulated unused benefit leave. 

Annually, the cash value of all compensatory time up to two hundred and forty hours (240) 

hours, shall be contributed to the individual’s account.  The amount of accrued compensatory 

time will be calculated as of December 31st each year.  The contribution shall be made prior to 

the first pay date in February of the following year.   

Additionally, for each employee covered by this Agreement, provided that the employee was 

employed for the entire current calendar year, the City shall contribute the sum of $250 

annually into a PEHP account.  This contribution shall be made prior to the first pay date in 

February each year.   

The PEHP is a product of Nationwide Retirement Solutions.  The PEHP will remain the VEBA for 
the length of this Agreement unless mutually agreed to by the City and IPFF. 

 

Section 4.  Benefit Leave. 

(1) Accrual. 

The purpose of benefit leave is to provide time off for vacation, sick time, and other 
personal reasons without loss of pay. 

Benefit leave accrues on a monthly basis based on length of continuous employment with 
the City as indicated in the schedule below. 

Years of Continuous 
Employment 

Leave Hours Accrued 
Annually 

Leave Hours Accrued 
Monthly 

Less than 5 years 176 14.66 

5 years to 10 years 216 18.00 
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Greater than 10 years to 15 
years 256 21.33 

Greater than 15 years 296 24.66 

 

Newly hired employees with hire dates on or before the 15th day of the month will be 
credited with the appropriate amount of benefit leave on the first day of the month 
following the month in which they are hired.  Newly hired employees with hire dates on 
after the 15th day of the month will be credited with the appropriate amount of benefit 
leave on the first day of the second month following the month in which they were hired.   

(2) Selection.   

Annually, in November, all employees covered by this Agreement shall be allowed to 
scheduled benefit leave for the following year.  This annual selection process will take 
place in two rounds.   

For the first round, each employee shall be allowed to schedule up to one half (½) of 
his/her annual benefit leave accrual.  Every day of the year shall be available for selection.  
A minimum of one employee covered by this Agreement shall be allowed to schedule off 
on benefit leave per shift per day.  Selections will be made by seniority on each shift. 

After each employee covered by this Agreement has scheduled up to one-half (½) of 
his/her benefit leave, any remaining benefit leave will be allowed to be scheduled in a 
second round of picks.  Every remaining day of the year that has not yet been scheduled by 
any employee covered by this Agreement shall be available for selection.  A minimum of 
one employee covered by this Agreement shall be allowed to schedule off on benefit leave 
per shift per day.  Selections will be made by seniority on each shift. 

After annual vacation scheduling has taken place, additional benefit leave may be 
requested throughout the year.  This time may be awarded based on the availability of the 
day.  These days will be awarded on a first come first served basis.  An employee must 
provide at least seventy-two (72) hours notice when requesting one day or less of benefit 
leave.  These requests shall be approved or denied as soon as possible within not more 
than two days of the request. 

Scheduled benefit leave may be “turned-in” by the employee as long as the time will not 
cause the employee to exceed amount of benefit leave that can be carried over.   

Any day “turned-in” will be made available for other employees covered by this Agreement 
to request following the above procedure. 
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(3) Revocation. 

Scheduled benefit leave may be revoked if; 

(a) The Chief of Fire or Director of Public Safety Communications declares an emergency, 
or 

(b) The employee uses and exhausts unscheduled benefit leave prior to the scheduled 
time off.   

In the event that scheduled benefit leave time must be revoked due to the use of 
unscheduled benefit leave time, the employee will determine which scheduled leave 
time he/she wants to be revoked, provided that the amount of unscheduled benefit 
leave taken does not exceed the amount of scheduled benefit leave remaining for the 
calendar year. 

(4) Carryover. 

All employees covered by this Agreement may carry over a maximum number of hours 

equal to the number of hours he/she could accrue in a twelve month period.  At no point 

will employees covered by this Agreement be forced to schedule benefit leave.  It is 

understood, however, that any benefit leave in excess of the amount allowed to be 

carried over may be forfeited. 

(5) Unscheduled Benefit Leave. 

The services provided by the employees covered by this Agreement are essential to the 
public safety.  Adequate staffing and employee attendance is essential for efficient 
operations, employee morale, welfare, and good order and discipline in the work place.  It 
is agreed that employees covered by this Agreement shall not use unscheduled benefit 
leave to circumvent the benefit leave selection process as defined in Section 4(2) above. 

It is understood that unforeseen situations may arise where an employee may require 
unscheduled leave.  In the event of an unforeseen situation, which requires an absence of 
more than three days, the Lead Telecommunicator may request documentation, including 
a doctor’s statement.  In the event an employee shows a pattern of unforeseen absences, 
the Lead Telecommunicator may request documentation, including a doctor’s statement, 
for absences of less than three days. 

If an employee covered by this Agreement does not provide his/her Lead 
Telecommunicator with at least seventy-two (72) hours notice when requesting benefit 
leave, he/she will be considered on unscheduled benefit leave. 

If an employee covered by this Agreement arrives at or returns to work over one hour 
late, he/she will be considered on unscheduled leave. Each occurrence of unscheduled 
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leave will be calculated from the beginning of the unscheduled leave until the employee 
returns to work. 

 

Section 5.  Life Insurance. 

The City shall obtain group life insurance in the amount of $50,000 for each employee 
covered by this Agreement. 

 

Section 6.  Paid Holidays  

Holidays for employees covered by this Agreement shall be as follows: 

New Years Day Primary Election Day General Election Day 

Martin Luther King Day Memorial Day Thanksgiving Day 

President's Day Independence Day Friday after Thanksgiving 

Good Friday Labor Day Christmas Day 

 

Section 7.  Perfect Attendance Bonus. 

All employees covered by this Agreement shall receive a $500 perfect attendance bonus for 

each calendar six months in which no unscheduled benefit leave is used. 

For the purpose of earning a perfect attendance bonus, each calendar six months shall be from 

January 1st through June 30th and from July 1st to December 31st.  Employees may earn a bonus 

for each six months and will be paid on the first pay of January the following year. 

 

Section 8.  Deferred Compensation. 

The City agrees to allow all employees covered by this Agreement an option of continuing to 
participate in the deferred compensation plan through American United Life (AUL) or to 
contribute to the International Association of Firefighters (IAFF) sponsored plan. 

The City agrees to contribute Twenty-five Cents ($.25) for each one dollar (a 1:4 match) that 
the employee contributes to his/her 457(b) account up to the following maximum City 
contribution of $37.50 per pay. 
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IN WITNESS WHEREOF, The parties hereto by their duly authorized officials have 
signed their names this _______ day of ____________, 2013. 

 

INDIANAPOLIS PROFESSIONAL   CITY OF INDIANAPOLIS 

FIRE FIGHTERS, LOCAL 416 

 

By:_____________________________  By:____________________________ 
 Michael E. Reeves    The Honorable Greg Ballard 
 President, Local 416    Mayor 
 
 
By:_____________________________  By:____________________________ 
 Tracey Fulton, Communications   Jason Dudich 
 District President, Local 416   City Controller 
 
 
By:_____________________________  By:____________________________ 
 Ronald S. Kautsky    Troy Riggs  

Vice President, Local 416   Director of Public Safety 
 
 
By:_____________________________  By:____________________________ 
 Kimberly Lang, Communications   Andrew P. Seiwert 
 Trustee, Local 416    Corporation Counsel 
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EXHIBIT A 

                   Longevity Pay Schedule  
          

          

          

  6th Yr.    $     100    

  7th Yr.    $     200    

  8th Yr.    $     300    

  9th Yr.    $     400    

  10th Yr.    $     500    

  11th Yr.    $     600    

  12th Yr.    $     700    

  13th Yr.    $     800    

  14th Yr.    $     900    

  15th Yr.    $ 1,000    

  16th Yr.    $ 1,100    

  17th Yr.    $ 1,200    

  18th Yr.    $ 1,300    

  19th Yr.    $ 1,400    

  20th Yr.    $ 1,500    

  21st Yr.    $ 1,600    

  22nd Yr.    $ 1,700    

  23rd Yr.    $ 1,800    

  24th Yr.    $ 1,900    

  25th Yr.    $ 2,000    

  26th Yr.    $ 2,100    

          

  26th Yr. +  Additional $100/year    
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EXHIBIT B 

Progressive Discipline as Applied by Supervisor 

I. Purpose 

To establish a procedure by which supervisor may use disciplinary procedures in a progressive 

manner to correct unsatisfactory behavior. 

II. Definitions 

A. PROGRESSIVE DISCIPLINE:  Discipline applied in increasing steps with the intention of 
correcting unsatisfactory employee behavior. The basic steps are: counseling or oral 
reprimand; written reprimand, suspension without pay, and termination. 
Progressive discipline is especially important as positive corrective action because it 
will, in many cases, allow employees to alter their behavior before more serious 
action is necessary. 

B. PROGRESSIVE DISCIPLINE CHECKLIST:  A Department form that may be used as 
written documentation by a supervisor when taking disciplinary action.  

C. COUNSELING SESSION:  A meeting or conversation between a supervisor and 
subordinate to discuss a plan of action for correcting an employee behavioral 
problem. Recommendations and notice of future action should be discussed. The 
supervisor shall keep a record of the counseling session and shall have that record 
initialed by the telecommunicator being counseled. Counseling sessions may be 
conducted by telephone. Such sessions must be documented and the 
telecommunicator receiving the counseling must be advised that it is a counseling 
session. A copy of any documentation of the counseling must be provided the    

D. SUPERVISOR:  The Communications Manager or Assistant Manager or the Chief of 
Fire or his/her designee. 

E. WRITTEN REPRIMAND:  A written report submitted by a supervisor indicating that a 
policy infraction has been committed by a telecommunicator.  A copy of the written 
reprimand will be forwarded to the Human Resources Office where it will be held for 
review by the Disciplinary Board of Battalion Chiefs (see Exhibit C). If the Disciplinary 
Board of Chiefs upholds the reprimand, it will be placed in the telecommunicator’s 
personnel file. The reprimand will become a part of that individual’s file for a period 
of 12 months.  After 12 months, it will not be considered for any further action if 
there have been no further infractions by that telecommunicator during that period. 
If subsequent disciplinary action is necessary within the 12-month period, then 
progressive disciplinary action will be taken. After 3 years, the Department may 
destroy written reprimands following statutory procedures. 
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III. POLICY STATEMENT 

A. The purpose of discipline is to change and control behavior. It is imperative for 
employees who serve the public to follow rules and regulations regarding work 
performance and personal conduct. When employee behavior departs from the 
standards set by the Department, then disciplinary action may be necessary. 

B. Positive discipline encourages an employee to do better, while poor discipline 
discourages disillusions and antagonizes an employee. Promptness and effectiveness 
are more effective than severity when trying to improve employee performance. It is 
important when taking disciplinary action that the actions are: 

1. Prompt and specific; 

2. Consistent among employees; and 

3. Progressive with repeated offenses. 

 

IV. PROGRESSIVE DISCIPLINE POLICY 

A. Only the Chief of Fire or his/her designee may suspend a telecommunicator. 
However, all supervisors can initiate counseling sessions, oral reprimands, and 
written reprimands, and may recommend to the Disciplinary Board of Battalion 
Chiefs that a telecommunicator be suspended without pay. 

B. All supervisors will make every effort to employ the progressive discipline concept 
when applying disciplinary action within their area of supervision. 

C. The stages of progressive discipline are as follows: 

1. ORAL REPRIMANDS OR COUNSELING SESSIONS should be used for first offenses,               
minor offenses, or as a warning to the telecommunicator. Supervisors shall keep 
a record of oral reprimands.  When possible, the supervisor should have the 
telecommunicator initial the record of the oral reprimand.  A copy of the 
reprimand or counseling form must be provided to the telecommunicator upon 
request. 

2. WRITTEN REPRIMANDS should be used for repeated minor offenses or for more 
serious first offenses. The written reprimand must be discussed with the 
telecommunicator to ensure that the seriousness of the action is understood. 
Upon receipt of a written reprimand, the telecommunicator may, within five 
business days, forward to the Chief of the Department, an explanation of the 
circumstances. The Disciplinary Board of Battalion Chiefs shall review all written 
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reprimands (see Exhibit C).  Suspension without pay should be used for repeated 
offenses or for serious first offenses. 

3. Suspensions without pay should be used for repeated offenses or for serious first 
offenses.  All suspensions shall be processed consistent with Exhibit C. 

V. MISCELLANEOUS 

A. It should be understood that the language contained in this Exhibit shall not be 
interpreted in such a way as to prevent the department from considering a 
telecommunicator’s complete past employment record when evaluating that 
telecommunicator’s performance. 

B. If a telecommunicator refuses at any time to sign or initial a written disciplinary 
action, the supervisor will see that another supervisor witnesses and signs the 
disciplinary action. 
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EXHIBIT C 

Disciplinary Procedures 

         

I. PURPOSE 

To establish a procedure for hearings and reviews of disciplinary matters. 

II. REFERENCE 

Revised Code of Indianapolis and Marion County, Indianapolis Fire Department 252. 

III. DEFINITIONS 

A. DISCIPLINARY BOARD OF BATTALION CHIEFS: (referred to in this Exhibit as the 

Board of Chiefs) shall consist of three firefighters with the merit rank of battalion 

chief. 

1. Board of Chiefs members shall be selected at random and a new Board shall be 

impaneled every six months. 

2. No battalion chief shall serve as a member of the Board of Chiefs in two 

consecutive six month periods. 

B. CIVILIAN FIRE MERIT BOARD: (referred to in this Exhibit as the Merit Board) shall 

mean a panel of six persons, four civilians appointed by the Director of Public 

Safety and two civilians elected by sworn members of department to oversee 

merit systems in the fire department. 

C. BUSINESS DAY:  Monday through Friday, excluding holidays. 

IV. POLICY STATEMENT 

A. All disciplinary matters within the Department shall be based on one or more of 

the following infractions: 

1. Violation of any rule, regulation or order of the Department; 

2. Any breach of discipline; 

3. Insubordination; 

4. Neglect of duty; 
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5. Immoral conduct; 

6. Conduct unbecoming a telecommunicator; 

7. Substandard performance; 

8. Violation, with the determination by the Chief, of any federal, state or local 

law; and 

9. Failure to cooperate or be truthful. 

B. All disciplinary matters exceeding an oral reprimand shall go before the Board of 

Chiefs for review and possible hearing except in cases where the Chief may cause 

the matter to be heard directly by the Merit Board or in cases where the Chief has 

the authority to discipline without such hearing or review. 

V. AUTHORITY OF THE CHIEF TO DISCIPLINE 

A. After an administrative review involving violations of departmental rules, the Chief 

may suspend, without pay, any member of the Department for up to six months.  

Any telecommunicator suspended by the Chief for more than 80 duty hours shall 

have the right to a hearing before the Merit Board.  Any suspension without pay 

for less than 80 duty hours may be delegated by the Chief to the Board of Chiefs. 

B. The Chief’s delegation of authority to discipline shall not exceed the following: 

1. The Board of Chiefs may suspend without pay, any telecommunicator for up to 
forty-eight (48) hours, provided that the suspension is reviewed by the Chief. 

2. The Chief of IFD Human Resources may suspend without pay, any 
telecommunicator for up to twenty-four (48) hours, provided that the 
suspension is reviewed by the Board of Chiefs and ultimately by the Chief. 

3. Any supervisor may recommend, in writing to the Board of Chiefs that a 
subordinate telecommunicator be suspended without pay. 

4. Any supervisor may submit a letter of written reprimand into the personnel file 
of any subordinate telecommunicator provided the reprimand is reviewed by 
the Board of Chiefs. 

 
VI. HEARINGS AND REVIEWS BEFORE THE BOARD OF CHIEFS 
 

A. The Chief shall refer the following disciplinary matters to the Board of Chiefs for a 
hearing: 

 
1. Any recommendation for suspension without pay of a telecommunicator by a 

supervisor. 
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2. Any written letter of reprimand. 
 

B. In suspensions of greater that 80 duty hours, the Chief may cause the 
telecommunicator to be brought before the Board of Chiefs for a hearing, or may 
cause the telecommunicator to appear directly before the Merit Board. 

C. After the completion of their review, the Board of Chiefs may recommend to the 
Chief that he accept, reject, or modify the disciplinary action. 

 
VII. PROCEDURE FOR HEARINGS BEFORE THE BOARD OF CHIEFS 
 

A. Any telecommunicator subject to a hearing before the disciplinary Board of 
Chiefs shall be notified in writing of the charges and of the time and date of the 
hearing. 

 
1. Such notices must be given by the department at least five business days prior 

to such hearing. 
2. The telecommunicator has the right to have witnesses subpoenaed by the 

Board of Chiefs to testify in his behalf upon 48 hours advance notice to the 
Board of Chiefs. 

3. If a telecommunicator requests that witnesses be subpoenaed, he/she shall 
provide a list of such witnesses to the Chief of IFD Human Resources (or 
his/her designee) who shall prepare and deliver the subpoenas on behalf of 
the Board of Chiefs. 

4. All testimony at the hearing shall be under oath. Any telecommunicator 
appearing at the hearing whether as the accused or as a witness, shall 
cooperate fully with the Board of Chiefs and answer all questions truthfully and 
directly. 

5. The accused telecommunicator is entitled to have one representative of 
his/her choice or an attorney present at all times during the hearing. 
 

a. The attorney or representative shall be allowed to address the Board of 

Chiefs, present evidence, and question witnesses to clarify testimony 

pursuant to the guidelines established by the Board of Chiefs. 

b. The attorney or representative must abide by the policies, procedures and 

rulings of the Board of Chiefs. 

c. At the sole discretion of the Board of Chiefs, the attorney or representative 
may be expelled or excluded from the hearing for cause. Such cause 
includes, but is not limited to, failure to follow the Board of Chief’s 
guidelines, policies, procedures, or rulings. 
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6. The Board of Chiefs shall have final authority and full responsibility for the 

hearing. 

B. The hearing before the Board of Chiefs shall be conducted in accordance with 

written directives of the Chief. 

1. The Board of Chiefs shall, by a majority vote, make a finding of guilty or not 

guilty and reduce it to writing including all reasons for the finding. 

2. If the finding is guilty, the Board of Chiefs shall make its written 

recommendations for disciplinary action. 

3. The findings and recommendations shall be referred to the Chief for review, 

and shall be made available to the accused telecommunicator. 

C. After receiving the findings and recommendations, the Chief may accept, reject 

or modify those recommendations.  After making a determination, the Chief 

may: 

1. Suspend the telecommunicator without pay for up to six months. If the 

suspension does not exceed a total of eighty (80) duty hours, the suspension 

shall be without the right to appear to the Merit Board. 

The portion of any suspension exceeding a total of 80 duty hours may be 

appealed to the Merit Board within 30 calendar days. 

3. Recommend to the Merit Board that the telecommunicator be terminated, in 

which case the matter will be automatically scheduled for hearing before the 

Merit Board. 

4. Reprimand the Telecommunicator verbally or in writing. 
 

5. Reinstate the suspended Telecommunicator with pay. 

6. Otherwise modify the recommendations of the Board of Chiefs. 

 

C. After a final determination has been made, the Chief shall give written 

notification to the Board of Chiefs describing the decision and the actions taken. 
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VIII. REVIEWS OF LETTERS OF REPRIMAND 

 

A. Upon receipt of a letter of reprimand, the reprimanded Telecommunicator may, 

within five business days, forward to the Chief a written explanation of the 

circumstances which shall be reviewed by the Board of Chiefs. 

B. After reviewing the letter of reprimand, the Board of Chiefs shall recommend to 
the Chief that he uphold, deny or modify the reprimand. Such review shall take 
place on all written reprimands. 

 

C. The final disposition of the reprimand shall be forwarded in writing to the Board 

of Chiefs. 

IX. APPEALS TO THE MERIT BOARD 

Any telecommunicator may appeal the portion of any suspension without pay that 

exceeds eighty (80) hours to the Merit Board within 30 calendar days from the decision 

of the Chief. 

X. MISCELLANEOUS 

A. The department may withhold action in a disciplinary matter pending a hearing 

before the Board of Chiefs. 

B. Suspensions without pay shall be served within thirty (30) days of the final 

disposition of the disciplinary procedure. 
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EXHIBIT D 

 Hearings by the Disciplinary Board of Battalion Chiefs 

I. PURPOSE 

To establish the procedure for disciplinary hearings by the Disciplinary Board of 

Battalion Chiefs, as provided for by the Code of Indianapolis, and in accordance with 

written directives from the Chief of Fire. 

II. Reference   

Section 252-208 of the Code of Indianapolis and Marion County 

III. Definitions 

A. DISCIPLINARY BOARD OF CHIEFS:  Referred to in this Exhibit as the Board of Chiefs, 
consists of three merit rank battalion chiefs, chosen in accordance with the Code of 
Indianapolis and Marion County, who serve for a six-month interval to assist the 
Chief of Fire regarding disciplinary matters. The Board of Chiefs is subordinate to the 
Chief of Fire. 

B. CHARGING SUPERVISOR:  The Communications Manager, Assistant Manager, or the 
Chief of Fire or his/her designee who determined a rule or regulation violation and 
who recommended that disciplinary action be taken. 

C. DEPARTMENT REPRESENTATIVE:  A delegate of the Chief from the ranks of Division 
Chief or above, who is responsible for expressing and explaining the department’s 
position regarding the disciplinary issue during a hearing before the Board of Chiefs. 

D. DISCIPLINARY ACTIONS TABLE:  A document, maintained in the personnel office that 
identifies past disciplinary charges and any actions taken, written reprimand or 
above. This table does not include the names of any individuals charged.   

E. PRESIDING CHIEF:  The person selected among the Board of Chiefs members 
themselves, who has ultimate authority over, and will manage and control the 
disciplinary hearing. 

IV. PROCEDURES 

A. For the purpose of any hearing before the Board of Chiefs: 

1. An accused telecommunicator is not entitled to have a record made of the 
proceedings. 
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2. Accused telecommunicators are entitled to have one representative of their 
choice present at all times during the hearing. 

a. The representative will be allowed to address the Board of Chiefs, present 
evidence, and question witnesses to clarify testimony pursuant to the 
guidelines established by the Board of Chiefs. 

b. The representative must abide by the policies, procedures, and rulings of the 
Board of Chiefs.  

c. At the sole discretion of the Board of Chiefs, the representative may be 
expelled or excluded from the hearing for cause.  Such cause includes, but is 
not limited to, failure to follow the Board of Chiefs’ guidelines, policies, 
procedures, or rulings, or disruptive conduct. 

3. The Board of Chiefs will have final authority and full responsibility for the 
hearing. 

4. The Board of Chiefs will have subpoena power enforceable by the circuit or 
superior court. 

5. At the discretion of the Department Representative, the charging officer may be 
present during the hearing. 

B. The procedures outlined below will be used during a hearing. 

1. The Presiding Chief will: 

a. State the time and date of the hearing; 

b. Identify who is present and in what capacity; 

c. Read the notice of the hearing and the charge(s) against the accused 
telecommunicator; 

d. Ask accused telecommunicator(s) if they were notified and if they 
understand their rights. 

2. The Presiding Chief will determine if everyone is ready to proceed. 

3. Accused telecommunicator(s) do not have to testify on their own behalf. The 
telecommunicator(s) have a right to remain silent and if they choose such right, 
it cannot be held against them.  If the accused telecommunicator(s) choose to 
testify on their own behalf, then they will be subject to cross-examination as is 
any witness. 
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4. The Presiding Chief will ask the accused if they plead guilty or not guilty to each 
charge. 

5. The Presiding Chief will designate a notary public to swear in the witnesses. 

6. The Board of Chiefs may order separation of witnesses, if it so desires. 

7. The Department Representative and the accused telecommunicator or 
representative may make opening statements to the Board of Chiefs. 

8. The Presiding Chief will instruct the Department Representative to call the first 
witness and ask questions of the witness. After such questioning is complete the 
accused telecommunicator(s) or their representative may cross-examine the 
witness. The Department Representative may conduct re-direct examination and 
the accused telecommunicator(s) or their representative may conduct re-cross 
examination as necessary. The Presiding Chief shall repeat this procedure            
until all of the Board of Chiefs’ witnesses have testified. 

9. The accused telecommunicator(s) or their representative may call witnesses and 
question them. The Department Representative may then cross-examine. The 
Presiding Chief will allow re-direct and re-cross as necessary. The Presiding Chief 
will repeat this procedure until all of the accused telecommunicator’s witnesses 
have testified. 

10. The Board of Chiefs may permit the accused telecommunicator and the 
Department Representative to call further witnesses for rebuttal. 

11. The Board of Chiefs may permit the recalling of witnesses. 

12. The Board of Chiefs may at any time during the proceeding ask questions of the 
witnesses, the accused or the Department Representative. 

13. The Department Representative and the accused telecommunicator(s) or their 
representative may make closing statements. Closing statements will include 
their version of the evidence and their case as they see it. 

14. The Board of Chiefs will adjourn the hearing, retire to consider the evidence and 
render its decision. 

15. During the Board of Chiefs’ deliberation they may request a copy of the 
disciplinary actions table. 

16. The Board of Chiefs will make written findings of fact and will, by majority vote, 
render a finding of guilty or not guilty on each charge and reduce it to writing. 



 34 

17. If there is a finding of guilty, the HR Personnel Manager or a designee will make 
the accused telecommunicator’s personnel file available to the Board of Chiefs 
during its deliberation in order to help the Board of Chiefs determine a proper 
discipline. 

18. The Board of Chiefs will state in writing its recommendation and reasons for 
discipline. 

19. The Board of Chiefs will then refer its findings and recommendation to the HR 
Personnel Manager or a designee for presentation to the Chief. The HR 
Personnel Manager or a designee will also make a copy of the findings and 
recommendation available to the telecommunicator. 

20. Copies of all reports, evidence and material pertaining to the disciplinary matter 
will be forwarded to the Personnel Office. 
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EXHIBIT E 

Internal Grievance Procedure 

 

 

I. PURPOSE 

To establish a procedure for filing a grievance by Fire/EMS Communications personnel in the 

Department.  

II. DEFINITIONS 

A. GRIEVANCE: A request from an employee of the IFD seeking relief from a matter that is 

subject to management control and contradicts a Department rule, regulation or policy. 

Grievances shall not include disciplinary matters which arise pursuant to and are processed 

under the Indianapolis-Marion County Code. In addition, a grievance shall not address any 

matter directly pertaining to local, state or federal law. A grievance may be filed by any 

member of the Department against any other member of the Department. 

B. GRIEVANT: A member of the Department who files or puts forth a grievance. 

C. RESPONDENT: A member of the Department against whom a grievance is filed. 

D. SUPERVISOR: The Communications Manager, Assistant Manager, or the Chief of Fire  or                                     

his/her designee. 

III. PROCEDURE 

A.  A grievance should be resolved informally at the first level of supervision (i.e. between the 

employee and his or her immediate supervisor or between the employee and the member 

against whom the employee has a grievance). 

B.  When informal solutions prove inadequate, the employee shall proceed pursuant to the 

following five step grievance procedure. 
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STEP 1 

a. Prepare two copies of an interdepartmental communication stating the grievance and 

submit one to the Assistant Communications Manager and the second copy to the 

Human Resource Division within 14 calendar days of the occurrence of the matter being 

grieved. 

b. Should the grievance concern the immediate supervisor or an employee supervisory to 

the immediate supervisor, the chain-of-command may be circumvented; the first 

interdepartmental communication may be filed with the next highest level of 

supervision, and the second interdepartmental communication hand carried to the 

Human Resource Division. 

For example, if the grievance is being filed against the Communications Manager, the 

first interdepartmental communication should be filed with the Human Resources 

Division. 

c. The grievance shall be investigated by the supervisor receiving the interdepartmental 

communication. The supervisor shall draft a written reply within 14 calendar days and 

submit one copy of that reply to the Grievant; one copy to the Respondent if the 

grievance is against an individual; and a third copy to the Human Resource Division. 

d. The written reply should include a recommendation of the remedial action to be taken if 

the investigating supervisor finds that the grievance has merit. It shall be the 

responsibility of the investigating supervisor to ensure that the remedial action is carried 

out. The supervisor shall specify which Department policy is applicable in the 

recommendation. 

 

STEP 2 

a. If the grievance is not resolved to the satisfaction of the Grievant, the Grievant shall, 

within 14 calendar days of the date of receipt of the supervisory reply at STEP 1, request 

a review in writing through a two-copy communication. One copy is to be issued to the 

Manager of Communications and one copy is to be issued to the Human Resource 

Division. 

b. The Manager of Communications shall fully investigate the matter and issue written 

findings to the Grievant, the Respondent, and the Human Resource Division within 14 

calendar days after receipt of the grievance. 
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c. The written findings should include an action clause indicating any suggested remedial 

action to be taken if the grievance is found to have merit. It shall be the responsibility of 

the Manager of Communications to ensure that the remedial action is carried out. 

 

 

STEP 3 

a. If the grievance is not resolved to the satisfaction of the Grievant, the Grievant shall, 

within 14 calendar days of the date of receipt of the supervisory reply at STEP 2, request 

a review in writing to the IFD Chief of Human Resources. 

b. The IFD Chief of Human Resources shall fully investigate the matter and issue written 

findings to both the Grievant and Respondent within 14 calendar days after receipt of 

the grievance. 

c. The written findings should include an action clause indicating any suggested remedial 

action to be taken if the grievance is found to have merit. It shall be the responsibility of 

the Manager of Communications to ensure that the remedial action is carried out. 

STEP 4 

a. Within 14 calendar days of the date of receipt of the supervisory reply in Step 3, the 

Grievant may request, in writing to the Human Resource Division, that the grievance be 

reviewed by the Grievance Hearing Board if the Grievant is dissatisfied with the findings 

at STEP 3. 

b. The Grievance Hearing Board shall be comprised of three sworn members of the 

Department and shall be selected as follows: 

i.) One member, at any rank, selected by the President of Fire Fighter's Local 416 

ii.) One member, of any rank, selected by the Chief 

iii.) A chairperson who shall be selected by blind draw from all merit rank Battalion 

Chiefs. The President of the Fire Fighter's Local 416 or a designee shall be present 

during the blind draw. For each separate grievance, there shall be a new draw. No 

member who has made a previous determination in the grievance in Steps 1, 2, or 

3, or who is party to the grievance shall serve on the Grievance Hearing Board. 
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c. The Grievance Hearing Board will convene to review the grievance and determine if it 

has sufficient merit to warrant a hearing. The Board’s review shall be scheduled within 

14 calendar days of the Grievant’ s request to convene the Board. If the Grievance 

Hearing Board decides that the grievance has no merit, they will notify the Chief of the 

Department and the Grievant in writing. The grievance process proceeds to STEP 5. 

 

If the Board determines the grievance has merit, the grievance process will continue to 

STEP 4.d. 

d. The aggrieved employee shall notify the Human Resource Division, in writing within 14 

calendar days of request for a Grievance Board hearing. It shall be the responsibility of 

the Human Resource Division to provide written notification of the date and time of the 

hearing by the Board to the Grievant and any witnesses. The Human Resource Division 

will follow the procedure as outlined in step 4 of this General Order in the selection of 

the Board to hear the grievance. 

e. It shall be the responsibility of the Human Resource Division to contact the Respondent 

and arrange, through written correspondence, for witnesses to appear on the 

Respondent's behalf. 

f. The Grievance Hearing Board shall hear all testimony concerning the grievance and shall 

recess to reach a finding. The findings and recommendations of the Board shall be 

submitted, in writing by the Presiding Member (i.e., the member selected by blind draw), 

to the Chief of the Department. The findings of the Board shall include any suggested 

remedial action to be taken should the grievance be found to have merit. 

 

STEP 5 

a. The decision of the Grievance Hearing Board shall be final and binding, unless the Chief 

deems the decision contrary to the fundamental best interests of the Department. 

b. The Chief shall review the findings of the Grievance Hearing Board at STEP 4 and render 

a written decision either approving or disapproving the findings, with an explanation of 

the reason(s). The Chief will notify the Grievant of his decision within 14 calendar days 

of receiving the findings of the Board. 

c. The Chief's written acceptance, rejection, or modification of the recommendation shall 

be the final disposition of the grievance. 
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d. The findings of the Grievance Hearing Board shall be forwarded to the Director of Public 

Safety for a review and written decision if the Chief does not respond to the findings of 

the Board within the designated time. 

 

IV MISCELLANEOUS 

A. A written grievance shall contain the following information: 

1. A statement of the grievance and the facts upon which it is based; 

2. The remedy or adjustment sought; 

3. The signature of the aggrieved employee. 

B. At STEP 5, the aggrieved employee may elect to be represented by any sworn member of the 

Department. 

C. Only matters that fall within the definition of a grievance, as set forth in Section II-A of this 

general order, shall be considered under this grievance procedure. 

D. No one will be allowed to record, tape, or video any conversation or activity in the station or 

work site without the written permission of the Chief or his/her designee. 

 


	WITNESS:
	ARTICLE I   Period of Agreement
	Section 1.   Duration.
	THIS AGREEMENT shall take effect January 1, 2014, and shall continue in force and effect until 12:00 midnight, December 31, 2017. This Agreement shall continue in full force and effect from year to year thereafter, unless either party desiring to amen...
	Section 2.   Complete Agreement.
	This document and associated side letters constitute the sole and complete Agreement between the parties. All terms and conditions of employment not covered by this Agreement shall continue to be subject to the City's direction and control.
	Section 3.   Severability.
	In the event that any provisions of this Agreement are found to be inconsistent with existing statutes or ordinances, the provisions of such statutes or ordinances shall prevail; and if any provision herein is found to be invalid and unenforceable by ...

	ARTICLE II   Conditional Recognition
	Section 1.   Recognition.
	The City recognizes the IPFF as the exclusive representative for the Fire/EMS Communications employees set forth in Article V for the purpose of meeting and conferring with respect to salaries, fringe benefits and appropriate mutual concerns in the Fi...
	Section 2.   Employees Excluded From Bargaining Unit.
	Upper-level, policy making/management/supervisory employees shall be excluded from the bargaining unit. Such upper-level employees include Communications Manager and Assistant Manager.

	ARTICLE III   IPFF and City Rights and Obligations
	Section 1.   IPFF Rights.
	(1) Dues Checkoff.
	Upon receipt of voluntary, written, current, signed authorization in such form as complies with the law of Indiana, (Indiana Code 22-2-6-2) from employees who are covered by this Agreement and who are members of the IPFF, the City shall deduct each mo...
	(2) Time Off for Union Business.
	All union business and activity shall be on an employee's own time and shall not be compensated by the City except as specifically set forth below:
	(a) A bank of 100 hours per year will be furnished by the City for use by Fire/EMS Communications officers as IPFF Pool Time. This time shall be used by Communications representatives on the IPFF Executive Board or their designees to conduct business ...
	(b) The City agrees to compensate IPFF representatives for regularly scheduled working time missed while attending meetings initiated by and subject to the control of the Fire Department or the Department of Public Safety, including IPFF-Management Co...
	(c) No time may be authorized if the ability of available communications personnel to provide required services would be adversely affected.
	(d) The City agrees to compensate IPFF representatives for regularly scheduled working time missed in attending educational conferences determined by the City to be of value to overall City operations. The Chief may approve compensation by the City fo...

	(3) Non-Discrimination.
	The City shall not make any regulation affecting the right of any employee or employees to join, or refrain from joining, the IPFF or other lawful employee organization; provided that the City shall retain the full right to control employees' actions,...

	Section 2.   City Rights.
	The City, on its own behalf and on behalf of its citizens, hereby retains and reserves all powers, rights, authority, duties, and responsibilities conferred upon and vested in it by the laws and the Constitution of the State and of the United States, ...
	Section 3.  No Work Stoppage or Lockouts.
	As the services performed by the employees covered by this Agreement are essential to the administration of the Indianapolis Fire Department and to the welfare of the public dependent thereon, the IPFF agrees that in no event whatsoever, during the te...
	The IPFF acknowledges that any conduct which violates this section threatens irreparable harm to the public. The IPFF shall have no liability for unauthorized activity by employees in violation of this section, and agrees to immediately make a vigorou...


	ARTICLE IV   Miscellaneous
	Section 1.   Employee-Management Committee.
	There shall be an Employee-Management Committee with representatives appointed by IPFF and Communications.  Said committee shall meet at mutually convenient times and such meetings to be held with the Chief of Fire or Director of Public Safety Communi...
	Section 2.   Trading Duty Time.
	All employees covered by this Agreement may voluntarily trade duty time provided that these trades are approved in advance and do not adversely affect operations. If at all possible, all trades requests should be submitted two (2) weeks in advance and...
	Section 3.   CPR and EMD Certification:
	All employees covered by this Agreement may choose to do their CPR and EMD certification on-duty during their normal shift each year as required by Department policy  provided staffing levels, the availability of the training and the minimum size of t...
	Section 4.   Merit Employees.
	In accordance with Indianapolis-Marion County, IN Code of Ordinances Sec. 252-107, all employees covered by this Agreement shall be considered merit employees.  Accordingly, all civilian merit personnel management programs shall be administered in acc...
	Section 5.   Probationary Telecommunicator.
	Employee who has completed all training modules but has not completed one (1) year from date of employment.  During probationary year, employment may be terminated by the Chief with or without cause, and such termination shall be final and not subject...
	Section 6.   Telecommunicator.
	A permanent employee, who has completed all training modules and one (1) year of employment from the date of hire.  Employee may be subject to discharge or discipline for any cause in conformity with the rules adopted by the civilian fire merit board.
	The Department will define the job description, duties and responsibilities of a Telecommunicator.
	Section 7.   Communications Training Officer (CTO).
	A Telecommunicator, designated by the Department, who conducts and oversees the required day-to-day instruction of trainees in the communications center on his/her shift.  The Department will define the job description, duties and responsibilities as ...
	Section 8.   Senior Telecommunicator.
	A Telecommunicator, designated by the Department, who oversees CTOs, conducts training as needed, assists and may fill in for a Lead Telecommunicator.  The Department will define the job description, duties and responsibilities as well as the appropri...
	Section 9.   Lead Telecommunicator:
	A Telecommunicator, designated by the Department, who is overall responsible for the day-to-day operations of the of the communications center on his/her shift.  The Department will define the appropriate level knowledge, competency, and experience re...
	Section 10.   Administrative Reorganization.
	With the elimination of the Assistant Supervisor and Supervisor Positions, employees previously designated as an Assistant Supervisor shall be designated as a Senior Telecommunicator and employees previously designated as a Supervisor shall be designa...
	Section 11.   Discipline and Grievances.
	All disciplinary proceedings and internal grievances shall be considered carefully and processed promptly in accordance with Appendixes B through E.
	Section 12.   Staffing.
	Minimum staffing levels for the IFD/EMS Communications Center during normal operations are as follows:
	*The number of employees for this section may include supervisory personnel.

	Section 13.   Shift and Vacancy Bidding and Seniority.
	At least annually, prior to annual benefit leave selection, the Department will open all vacant shift positions for bidding.  Whenever possible, the most senior qualified person requesting change of shift will be awarded the vacant position.  However,...
	Additionally, the Department may post vacancies whenever and as often as they arise.  All vacancies will be filled voluntarily by seniority, whenever possible. If it becomes necessary for the Department to change an employee’s shift assignment the Dep...
	In the event that vacancies arise and are not filled voluntarily, in order to maintain efficient operations, the Department may mandate that an employee change shifts.  In such case, the least senior qualified person will be required to change shifts....
	If the Department mandates a shift change, all scheduled benefit leave will be honored.  If an individual voluntarily changes shifts, the Department will make good faith effort to honor all scheduled benefit leave.
	Seniority for bidding vacancies and shifts shall be determined by the date the employee completes training module 2.
	Seniority for pay and benefits shall be determined by the date of hire.
	Section 14.   Overtime Policy.
	In order to maintain adequate staffing of the FIRE/EMS Communications Center, it may be necessary to call back employees to work unscheduled hours in addition to their regularly scheduled hours.
	In all occasions, where practicable, overtime call back will be assigned based on a voluntary election by all employees covered by this Agreement.
	Upon completion of annual benefit leave selection as defined in Article VI, Section 4 (2), the Communications Manager or his/her designee will identify overtime needs, for the following year, which were created by the benefit leave scheduled by employ...
	If the Communications Manager or his/her designee determines that the staffing level on the shift two weeks out will be below required minimum staffing level, he/she shall implement the overtime call back procedures.
	The Communications Manager or his/her designee shall contact employees covered by this Agreement to give an opportunity to volunteer to fill these overtime vacancies.  These calls shall be made to employees based on seniority (highest to lowest) on ea...
	If the overtime shift has not been filled within one week, employees may be called off duty between the hours of 1400-1600.  If the employee is not reached, the Communications Manager or his/her designee shall leave a message.  The employee will have ...
	Night shift employees will be given the option to work night shift and day shift employees will be given the option to work day shift.  Employees may volunteer to work either the first or second six (6) hours of the shift or the entire twelve (12) hou...
	If no employee covered by this Agreement has volunteered to work, the mandatory overtime procedure will be followed.
	In the event mandatory overtime is required, the Communications Manager or his/her designee will keep a list of all employees available to work.  Night shift employees will be called to fill night shift overtime.  Day shift employees will be called to...
	No employee covered by this Agreement will be mandated to work more than four consecutive shifts.
	No employee covered by this Agreement will be mandated to work more than one (1) hour past the end of his/her regular or overtime shift.
	In the event that changes in staffing cause overtime to be cancelled and an employee to be sent home, the employee will receive two (2) hours of overtime pay.
	Section 15.   Standard Operating Procedures.
	(1) Employer Right to Establish SOPs/Policies.
	The employer retains the right to establish reasonable Standard Operating Procedures (SOP)/Policies for Communications, including those relating to conduct and work performance.
	(2) Complete Set.
	Within two months of the effective date of this Agreement, the employer agrees to make available electronically to IPFF and all employees covered by this Agreement the current SOPs/Policies and will make available electronically to IPFF and all employ...
	(3) Changes in SOPs/Policies.
	Any changes in the SOPs/Policies by the employer are to be established in the following manner.  Before putting into effect any new or revised SOPs/Policies, the Department will meet with IPFF representatives to discuss the purpose and reasons for suc...

	Section 16.   Exit Interviews.
	The Department’s personnel branch shall develop and conduct exit interviews of all employees upon retirement, resignation, or termination.

	ARTICLE V   Compensation
	Section 1.   Base Hourly Wages.
	The base wages of all employees covered by this Agreement shall be set forth below payable the first payday after January 1, 2014 and shall be increased as set forth below payable on January 1 of each year thereafter.
	Section 2.   CTO Pay.
	An employee designated as a CTO will receive $9000 annually. CTO pay will be paid as a stack pay.  The stack pay will be pro-rated (1/26th of $9,000) for every pay period in which the employee is designated as a CTO.  There shall be at least one CTO d...
	Section 3.   Overtime Pay or Compensatory Time Off.
	Overtime for all employees covered by this Agreement shall be compensated as follows:
	(1) Overtime shall be defined as all hours worked beyond a forty (40) hour work week in a seven day work period.  Hours worked include all time the employee is required to be on duty.
	(2) All employees covered by this Agreement, shall be compensated at a rate of one and one-half (1½) times their regular rate of pay, or compensatory time at one and one-half (1½) hours, for hours worked beyond forty (40) hours of work in a seven day ...
	(3) All employees covered by this Agreement may elect to receive compensation for overtime in either cash or compensatory time.  He/she may only accrue a maximum of two hundred and forty (240) hours of compensatory time and must receive monetary compe...

	(4)  Overtime pay will be reflected on the paycheck following the end of the pay period in which the overtime was worked, provided the time is properly documented and approved.
	Section 4.   Fill-In Pay.
	Section 5.   On Call.
	All employees covered by this Agreement who are required to be on-call shall receive two (2) hours of overtime pay regardless of whether or not they are called in to work.  In the event that an on call employee is called in to work, normal overtime pa...
	Employees covered by this Agreement will not be considered for on call between consecutive days of scheduled benefit leave, except in times of emergency or when it is in the Department’s best interest.  The employee will not be on call until after the...
	On call will not be used to cover training except in times of emergency or when it is in the Department’s best interest.
	Section 6.   Longevity Pay.
	All employees covered by this Agreement shall be paid longevity pay at the rate of an additional $100/year beginning in the sixth year of employment (after completion of five years).  See Exhibit A.
	Section 7.   Retention Bonus.
	A $2,500 retention bonus shall be paid upon completion of an employee’s second year and fourth year of employment.
	Section 8.   Night Shift Differential.
	All employees covered by this Agreement who work the “night shift” (1800-0600) shall be paid an additional $.75 per hour in a night shift differential added to their base hourly rate.
	Section 9.   Holiday Pay.

	ARTICLE VI  Fringe Benefits
	Section 1.   Health Insurance and Wellness Program.
	(1) The City agrees to use its best efforts to maintain the current practice of offering a choice of health insurance plans to all employees covered by this Agreement. If the cost of any such plans should be increased or become uncompetitive during th...
	(2) Health Insurance benefits to include premium contributions, plan design, and available provider options shall remain the same as those of the Indianapolis Fire Department sworn personnel for the duration of this Agreement.
	(3) The City and IPFF must engage in mutual efforts to control the cost of health care. Accordingly, the City shall continue a Wellness Program for telecommunicators to help reduce health care costs.

	Section 2.   Health Savings Account (HSA).
	IPFF retains the right to open discussions with the City in regards to allowing employees covered by this agreement the option to deposit cash values of compensation time into a members HSA.
	Section 3.   Voluntary Employee Beneficiary Association (VEBA).
	The Post Employment Health Plan (PEHP) is a Voluntary Employee Beneficiary Association (VEBA) governed by section 501(c)(9) of the Internal Revenue Code.
	The PEHP is a product of Nationwide Retirement Solutions.  The PEHP will remain the VEBA for the length of this Agreement unless mutually agreed to by the City and IPFF.
	Section 4.   Benefit Leave.
	(1) Accrual.
	The purpose of benefit leave is to provide time off for vacation, sick time, and other personal reasons without loss of pay.
	Benefit leave accrues on a monthly basis based on length of continuous employment with the City as indicated in the schedule below.
	Newly hired employees with hire dates on or before the 15th day of the month will be credited with the appropriate amount of benefit leave on the first day of the month following the month in which they are hired.  Newly hired employees with hire date...
	(2) Selection.
	Annually, in November, all employees covered by this Agreement shall be allowed to scheduled benefit leave for the following year.  This annual selection process will take place in two rounds.
	For the first round, each employee shall be allowed to schedule up to one half (½) of his/her annual benefit leave accrual.  Every day of the year shall be available for selection.  A minimum of one employee covered by this Agreement shall be allowed ...
	After each employee covered by this Agreement has scheduled up to one-half (½) of his/her benefit leave, any remaining benefit leave will be allowed to be scheduled in a second round of picks.  Every remaining day of the year that has not yet been sch...
	After annual vacation scheduling has taken place, additional benefit leave may be requested throughout the year.  This time may be awarded based on the availability of the day.  These days will be awarded on a first come first served basis.  An employ...


	Scheduled benefit leave may be “turned-in” by the employee as long as the time will not cause the employee to exceed amount of benefit leave that can be carried over.
	Any day “turned-in” will be made available for other employees covered by this Agreement to request following the above procedure.
	(3) Revocation.
	Scheduled benefit leave may be revoked if;
	(a) The Chief of Fire or Director of Public Safety Communications declares an emergency, or
	(b) The employee uses and exhausts unscheduled benefit leave prior to the scheduled time off.
	In the event that scheduled benefit leave time must be revoked due to the use of unscheduled benefit leave time, the employee will determine which scheduled leave time he/she wants to be revoked, provided that the amount of unscheduled benefit leave t...

	(4) Carryover.
	(5) Unscheduled Benefit Leave.
	The services provided by the employees covered by this Agreement are essential to the public safety.  Adequate staffing and employee attendance is essential for efficient operations, employee morale, welfare, and good order and discipline in the work ...
	It is understood that unforeseen situations may arise where an employee may require unscheduled leave.  In the event of an unforeseen situation, which requires an absence of more than three days, the Lead Telecommunicator may request documentation, in...
	If an employee covered by this Agreement does not provide his/her Lead Telecommunicator with at least seventy-two (72) hours notice when requesting benefit leave, he/she will be considered on unscheduled benefit leave.
	If an employee covered by this Agreement arrives at or returns to work over one hour late, he/she will be considered on unscheduled leave. Each occurrence of unscheduled leave will be calculated from the beginning of the unscheduled leave until the em...
	Section 5.   Life Insurance.
	Section 6.   Paid Holidays
	Section 7.   Perfect Attendance Bonus.
	Section 8.   Deferred Compensation.
	The City agrees to allow all employees covered by this Agreement an option of continuing to participate in the deferred compensation plan through American United Life (AUL) or to contribute to the International Association of Firefighters (IAFF) spons...
	EXHIBIT B
	Progressive Discipline as Applied by Supervisor
	I. Purpose
	II. Definitions
	A. PROGRESSIVE DISCIPLINE:  Discipline applied in increasing steps with the intention of correcting unsatisfactory employee behavior. The basic steps are: counseling or oral reprimand; written reprimand, suspension without pay, and termination. Progre...
	B. PROGRESSIVE DISCIPLINE CHECKLIST:  A Department form that may be used as written documentation by a supervisor when taking disciplinary action.
	C. COUNSELING SESSION:  A meeting or conversation between a supervisor and subordinate to discuss a plan of action for correcting an employee behavioral problem. Recommendations and notice of future action should be discussed. The supervisor shall kee...
	D. SUPERVISOR:  The Communications Manager or Assistant Manager or the Chief of Fire or his/her designee.
	E. WRITTEN REPRIMAND:  A written report submitted by a supervisor indicating that a policy infraction has been committed by a telecommunicator.  A copy of the written reprimand will be forwarded to the Human Resources Office where it will be held for ...
	III. POLICY STATEMENT
	A. The purpose of discipline is to change and control behavior. It is imperative for employees who serve the public to follow rules and regulations regarding work performance and personal conduct. When employee behavior departs from the standards set ...
	B. Positive discipline encourages an employee to do better, while poor discipline discourages disillusions and antagonizes an employee. Promptness and effectiveness are more effective than severity when trying to improve employee performance. It is im...
	1. Prompt and specific;
	2. Consistent among employees; and
	3. Progressive with repeated offenses.
	IV. PROGRESSIVE DISCIPLINE POLICY
	A. Only the Chief of Fire or his/her designee may suspend a telecommunicator. However, all supervisors can initiate counseling sessions, oral reprimands, and written reprimands, and may recommend to the Disciplinary Board of Battalion Chiefs that a te...
	B. All supervisors will make every effort to employ the progressive discipline concept when applying disciplinary action within their area of supervision.
	C. The stages of progressive discipline are as follows:
	1. ORAL REPRIMANDS OR COUNSELING SESSIONS should be used for first offenses,               minor offenses, or as a warning to the telecommunicator. Supervisors shall keep a record of oral reprimands.  When possible, the supervisor should have the tele...
	2. WRITTEN REPRIMANDS should be used for repeated minor offenses or for more serious first offenses. The written reprimand must be discussed with the telecommunicator to ensure that the seriousness of the action is understood. Upon receipt of a writte...
	3. Suspensions without pay should be used for repeated offenses or for serious first offenses.  All suspensions shall be processed consistent with Exhibit C.
	V. MISCELLANEOUS
	A. It should be understood that the language contained in this Exhibit shall not be interpreted in such a way as to prevent the department from considering a telecommunicator’s complete past employment record when evaluating that telecommunicator’s pe...
	B. If a telecommunicator refuses at any time to sign or initial a written disciplinary action, the supervisor will see that another supervisor witnesses and signs the disciplinary action.


	IX. APPEALS TO THE MERIT BOARD
	EXHIBIT D
	Hearings by the Disciplinary Board of Battalion Chiefs
	I. PURPOSE
	II. Reference
	III. Definitions
	A. DISCIPLINARY BOARD OF CHIEFS:  Referred to in this Exhibit as the Board of Chiefs, consists of three merit rank battalion chiefs, chosen in accordance with the Code of Indianapolis and Marion County, who serve for a six-month interval to assist the...
	B. CHARGING SUPERVISOR:  The Communications Manager, Assistant Manager, or the Chief of Fire or his/her designee who determined a rule or regulation violation and who recommended that disciplinary action be taken.
	C. DEPARTMENT REPRESENTATIVE:  A delegate of the Chief from the ranks of Division Chief or above, who is responsible for expressing and explaining the department’s position regarding the disciplinary issue during a hearing before the Board of Chiefs.
	D. DISCIPLINARY ACTIONS TABLE:  A document, maintained in the personnel office that identifies past disciplinary charges and any actions taken, written reprimand or above. This table does not include the names of any individuals charged.
	E. PRESIDING CHIEF:  The person selected among the Board of Chiefs members themselves, who has ultimate authority over, and will manage and control the disciplinary hearing.
	IV. PROCEDURES
	A. For the purpose of any hearing before the Board of Chiefs:
	1. An accused telecommunicator is not entitled to have a record made of the proceedings.
	2. Accused telecommunicators are entitled to have one representative of their choice present at all times during the hearing.
	a. The representative will be allowed to address the Board of Chiefs, present evidence, and question witnesses to clarify testimony pursuant to the guidelines established by the Board of Chiefs.
	b. The representative must abide by the policies, procedures, and rulings of the Board of Chiefs.
	c. At the sole discretion of the Board of Chiefs, the representative may be expelled or excluded from the hearing for cause.  Such cause includes, but is not limited to, failure to follow the Board of Chiefs’ guidelines, policies, procedures, or rulin...
	3. The Board of Chiefs will have final authority and full responsibility for the hearing.
	4. The Board of Chiefs will have subpoena power enforceable by the circuit or superior court.
	5. At the discretion of the Department Representative, the charging officer may be present during the hearing.
	B. The procedures outlined below will be used during a hearing.
	1. The Presiding Chief will:
	a. State the time and date of the hearing;
	b. Identify who is present and in what capacity;
	c. Read the notice of the hearing and the charge(s) against the accused telecommunicator;
	d. Ask accused telecommunicator(s) if they were notified and if they understand their rights.
	2. The Presiding Chief will determine if everyone is ready to proceed.
	3. Accused telecommunicator(s) do not have to testify on their own behalf. The telecommunicator(s) have a right to remain silent and if they choose such right, it cannot be held against them.  If the accused telecommunicator(s) choose to testify on th...
	4. The Presiding Chief will ask the accused if they plead guilty or not guilty to each charge.
	5. The Presiding Chief will designate a notary public to swear in the witnesses.
	6. The Board of Chiefs may order separation of witnesses, if it so desires.
	7. The Department Representative and the accused telecommunicator or representative may make opening statements to the Board of Chiefs.
	8. The Presiding Chief will instruct the Department Representative to call the first witness and ask questions of the witness. After such questioning is complete the accused telecommunicator(s) or their representative may cross-examine the witness. Th...
	9. The accused telecommunicator(s) or their representative may call witnesses and question them. The Department Representative may then cross-examine. The Presiding Chief will allow re-direct and re-cross as necessary. The Presiding Chief will repeat ...
	10. The Board of Chiefs may permit the accused telecommunicator and the Department Representative to call further witnesses for rebuttal.
	11. The Board of Chiefs may permit the recalling of witnesses.
	12. The Board of Chiefs may at any time during the proceeding ask questions of the witnesses, the accused or the Department Representative.
	13. The Department Representative and the accused telecommunicator(s) or their representative may make closing statements. Closing statements will include their version of the evidence and their case as they see it.
	14. The Board of Chiefs will adjourn the hearing, retire to consider the evidence and render its decision.
	15. During the Board of Chiefs’ deliberation they may request a copy of the disciplinary actions table.
	16. The Board of Chiefs will make written findings of fact and will, by majority vote, render a finding of guilty or not guilty on each charge and reduce it to writing.
	17. If there is a finding of guilty, the HR Personnel Manager or a designee will make the accused telecommunicator’s personnel file available to the Board of Chiefs during its deliberation in order to help the Board of Chiefs determine a proper discip...
	18. The Board of Chiefs will state in writing its recommendation and reasons for discipline.
	19. The Board of Chiefs will then refer its findings and recommendation to the HR Personnel Manager or a designee for presentation to the Chief. The HR Personnel Manager or a designee will also make a copy of the findings and recommendation available ...
	20. Copies of all reports, evidence and material pertaining to the disciplinary matter will be forwarded to the Personnel Office.


