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PURPOSE 
 
The purpose of this policy is to present the schedule of disciplinary action that may be 
taken against an employee of the Department who is late reporting for roll call, court or 
any other departmental duty or assignment, to define lateness, and to establish the 
duties and responsibilities of supervisory personnel. 
 
DEFINITION 
 
An employee shall be considered late if, without a reasonable excuse, he/she is late 
reporting for roll call, court, or any other departmental duty or assignment. 
 
SCHEDULE OF DISCIPLINARY ACTION 
 
A. The following disciplinary action will be taken in accordance with the provisions of 

the Code of Discipline and procedure approved by the Civil Service Commission's 
Rules and Regulations: 

 
1. 1st time - Caution. 

 
2. 2nd time within a twelve-month period - Reprimand. 

 
3. 3rd and subsequent occasion within a twelve-month period - such disciplinary 

action as is deemed necessary. 
 
PROCEDURES 
 
A. When an officer is late reporting for roll call, court or any other departmental duty or 

assignment, it shall be the responsibility of his/her immediate supervisor to 
determine the cause. 
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1. The supervisor will contact the officer by telephone and instruct him/her to report 

to his/her appointed place of duty without further delay. 
 
2. If the employee cannot be contacted by telephone, the Supervisor shall go to 

his/her home and instruct him/her to report to their appointed place of duty 
without further delay.  The Supervisor shall ascertain the reason for the lateness 
and the verify information, if possible. 

 
3. The Supervisor shall initiate a Personnel Incident Report, stating details and 

express his/her recommendation(s). 
 
B. If the reason for being late is not acceptable to the Division or Unit Commander or 

the Superintendent of Police, the necessary procedures to bring disciplinary action 
against the officer shall be taken. 

 
RESPONSIBILITY 
 
It is the responsibility of all supervisory personnel to ensure that all personnel under 
their immediate supervision comply with this policy. 


