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<Employee> admitted during the investigative meeting that he lied about his service in Jury 
Duty, and that he fabricated the Certificate of Jury Service (a legal document) which he 
submitted. 
 
<Employee>’s actions are violations of City and <Department>’s policies and procedures, 
specifically its Time-off and Time Keeping Procedures which relevant portion states: 
“…Employees are required to report their time accurately.  Employees are required to report 
time worked each day using the Department sign-in sheet…Every employee must be sure that the 
entries are correct on the time sheet since this information provides source data for payroll 
purposes.”  <Employee> signed receipt of this policy on <Date>. 
 
<Employee> purported his absence was due to Jury Duty when in fact it was for personal 
reasons.  Such absence from work requires an advanced request and approval for time off. 
<Employee>’s falsification of his time sheet, the fabrication of a Certificate of Jury Service and 
the pay for Jury Duty leave he received are violations of these policies and procedures.   
 
Furthermore, the <Department>’s Statement of Incompatible Activities, Restrictions on Use of 
City Resources states in relevant part: “…No officer or employee may use City resources…for 
any non-City purpose, including any political activity or personal purpose.”  <Employee> 
signed receipt of this policy on <Date>.  <Employee>’s actions constitutes dishonesty, theft of 
city time and improper use of City resources by conducting personal business during work time 
in violation of this policy. 
 
Employee Response to the Charges 
 
<Employee> readily admitted during the investigative meeting and again at this Skelly meeting 
of his dishonesty, he does not dispute the charges or results of the investigation.  <Employee> 
stated that his conduct showed a complete lapse of judgement, professionalism, and integrity, 
and he has offered no excuse for his conduct and behavior. 
 
<Employee> further stated that he has worked for the <Department> for nearly 25 years and has 
never had any disciplinary problems.  <Employee> further stated that his work in <Department 
Division> has made the City thousands of dollars in revenue by XXXXXX.  In addition, 
<Employee> recommended the outsourcing of City services to a sole source vendor for 
XXXXXX which saved the City thousands of dollars in maintenance and supplies which equated 
to 25% of the original purchase contract. 
 
<Employee> provided a letter of recommendation written on his behalf by XXXXXX, dated 
<Date> attesting to his character and accomplishments.  <Employee> stated that XXXXXX was 
his former supervisor for <Number of Years> years at the <Department> before he left the City 
for XXXXXX. 
 
<Employee> stated that he feels a <Number of Days> suspension is too harsh of a penalty; he is 
one of the lowest paid workers in his department and a <Number of Days> suspension would be 
financially devastating to him.  <Employee> asked that his 25-years of service and work record 
be considered and he be given a 1-day suspension instead.   
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<Union Representative>, <Employee>’s representative, stated the Union’s position that a 
<Number of Days> day suspension was excessive, and he reiterated that <Employees>’s 
proposed alternative of a 1-day suspension was acceptable.  <Union Representative> stated that 
if <Department> proceeded with a <Number of Days>-day suspension, the Union would file a 
grievance and proceed to arbitration. 
 
Findings and Recommendation 
 
There is no dispute as to the conclusions of this investigation.  <Employee> readily admitted 
during his investigative meeting that he lied about attending jury duty; he admitted to falsifying a 
Certificate of Jury Service to further perpetuate this lie.  The issue then, is what level of 
discipline is warranted?  <Employee> cites his 25 years and an exemplary work record with the 
City as a reason to mitigate a suspension to 1-day versus <Number of Days> days as proposed.  
While I acknowledge <Employee>’s long and faithful service to the City and the <Department>, 
the nature of the dishonesty he exhibited cannot be dismissed.   
 
<Employee>’s role as a <Class and Title> is primarily tasked to XXXXXX (emphasis added), 
yet the crux of his actions is the falsification of a legal document (Certificate of Jury Service of 
the Superior Court of California) so he could obtain a benefit that he was otherwise ineligible to 
receive (Jury Duty pay and excused absence from work).  Regardless of his expressed remorse 
during the investigation, it was only after he was confronted with his inconsistent statements that 
he was forthcoming.  <Employee>’s actions were a serious breach of his duties and 
responsibilities as a City & County employee, which cannot be ignored or mitigated by his long 
and faithful service.   
 
As a result, I sustain the charges against <Employee> and recommend that he be suspended for 
<Days of Suspension> days as proposed by the <Department>. 
 
 
 
C: Personnel file 

 


