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6.1 Discipline 
 

The discipline policy provides a guideline to effectively correct an employee's 
unsatisfactory work performance or misconduct in an effort to promote maximum 
utilization of employee potential. Obviously when employee misconduct occurs, measures 
must be undertaken to correct the situation and to curtail further occurrences for the good 
of us all. The approach we take to discipline may vary depending on, among other things, 
the gravity of the offense, the circumstances under which it occurred, your duties, and 
your overall work record, including any prior misconduct. In order of severity, discipline 
can take one of the following forms in our discretion; these are general guidelines and are 
not restrictive in nature. 

 

Verbal Reprimand (with written documentation) 
Written Reprimand 
Suspension 
Withholding a merit increase 
Administrative decrease 
Demotion 
Dismissal 

 
The City of Manassas shall support the practice whereby all regular full-time and part-time 
employees shall be disciplined by the same process. The discipline of an employee shall 
be a progressive process. Disciplinary actions of lesser severity than dismissal shall be 
taken in an attempt to correct an employee's unsatisfactory work performance or 
misconduct before a dismissal is initiated. A dismissal may be generally considered as 
appropriate only as a last resort or be undertaken only when an extremely serious policy 
violation has occurred. 

 

Discipline is an important personnel function which must be carefully managed and well 
documented. Current legislation and judicial decisions make it imperative that the 
supervisory practices leading to discharge follow the law. Except in cases involving 
serious acts of misconduct, employees should be terminated only after making genuine 
efforts to obtain improvements in performance. The preceding procedures are for use in 
dealing with performance problems so that if a discharge decision is ultimately required, it 
can be clearly established that correct and adequate prior corrective and disciplinary 
action was taken. In some situations it may be necessary and in the best interest of the 
City and other employees to summarily terminate without recourse. 

 
The employee shall always be notified of the action being taken. Where this handbook 
says that the employee will sign a notice, that signature does not indicate agreement but 
only receipt. Refusal to sign is a separate disciplinary offense. In case of refusal, the 
supervisor will note “refused to sign” in the place for signature, followed by the 
supervisor’s initials and the date. 

 

All classified employees (as defined in the Code of Manassas) shall be covered under 
this policy. 
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Forms of Disciplinary Action: Disciplinary actions may take any of the following forms and 
are not necessarily restricted to the order set forth below. The form of a reprimand may 
be either verbal or written.  All reprimands must be supported by written documentation. 

 

6.2 Reprimands 
 

No reprimand shall be relied upon as a basis for further disciplinary action unless it is 
documented in writing and a copy forwarded to the Human Resources Office for inclusion 
in the employee's personnel file. 

 

Once a reprimand is reduced to writing, as provided above, a copy shall be hand 
delivered and signed "received" or mailed to the employee certified mail (return receipt 
requested). 

 

Reprimands shall become part of the official personnel file. 
 

6.3 Suspensions 
 

Department Heads shall have the authority to recommend disciplinary suspension. All 
recommendations for suspension shall be reviewed by the Human Resources Office and 
submitted to the City Manager for approval prior to any action being taken. 

 

A written notice of suspension, including the items listed below, shall be hand delivered 
and signed "received" or mailed certified mail (return receipt requested) to the employee. 

 
a. A statement of the reasons for the suspension and duration of suspension. 

 

b. A warning of what further disciplinary action could result if the situation is not 
corrected. 

 

c. A statement of the employee's right to appeal in accordance with the City's 
grievance policy. 

 

d. A copy of such written notice shall be forwarded to the Human Resources 
Office for its inclusion in the employee's official personnel file. 

 

6.4 Withholding of Merit Increases 
 

A written notice of the withholding of a merit increase, including the items listed below, 
shall be hand delivered or mailed to the employee certified mail (return receipt  
requested). The giving of a performance evaluation shall serve as written notice. 

 

a. A statement of the reasons for withholding of a merit increase. 
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b. An appropriate amount of time in which the increase will be withheld after  
which it will be reevaluated. 

 

c. A warning of what further disciplinary action could result, if the situation is not 
corrected. 

 

d. A copy of such written notice shall be forwarded to the Human Resources 
Manager's Office for its inclusion in the employee's official personnel file. 

 

6.5 Administrative Decrease 
 

An administrative decrease shall require a letter of justification submitted by the 
Department Head to the Human Resources Office and such decreases shall be subject to 
the approval of the City Manager and the Human Resources Manager.  The amount of 
the employee's salary adjustment will be determined by the circumstances of the 
disciplinary action. 

 

Once an administrative decrease has been authorized, a written notice of the decrease, 
including the items listed below, shall be hand delivered and signed "received" or mailed 
certified mail (return receipt requested) to the employee: 

 

a. a statement of the reasons for the decrease; 
 

b. a warning of what further disciplinary action could result if the situation is not 
corrected; 

 

c. if applicable, a statement of employee rights to appeal in accordance with the 
City's grievance policy; a copy of such written notice shall be forwarded to the 
Human Resources Manager’s Office for its inclusion in the employee’s official 
personnel file. 
 

 

6.6 Demotion 
 

A demotion shall require a letter of justification, prior to any action being taken, submitted 
by the Department Head to the Human Resources Manager for review. Such actions 
shall be subject to the approval of the City Manager prior to any action being taken. The 
amount of the employee's salary adjustment will be determined by the circumstances of 
the disciplinary action. 

 

A written notice of the demotion approved by the City Manager, including the items listed 
below, shall be hand delivered or mailed to the employee certified mail (return receipt 
requested): 

 
a. a statement of the reasons for the demotion and the corresponding reduction in 

pay; 
 

b. in cases where the demotion is not voluntary, include a warning of what further 



6-4  

disciplinary action could result, if the situation is not corrected; 
 

c. if applicable, a statement of employee rights to appeal in accordance with the 
City's grievance policy; a copy of such written notice shall be forwarded to the 
Human Resources Manager's Office for its inclusion in the employee's official 
personnel file. 

 

d. a demotion shall not be used as a disciplinary action if the employee involved 
cannot qualify for the lower-ranked position or if the demotion would require the 
displacement of another employee. 

 
 

6.7 Pre-Action Due Process Procedure 
 

All regular employees shall be afforded the opportunity to meet with the supervisor 
and/or Department Head and offer an explanation prior to written recommendation of 
any adverse job action (i.e., suspension, demotion, loss of pay, termination). In a 
situation where an investigation is required (i.e., recommendation for dismissal), the 
employee will be suspended with pay during the period of inquiry. The City Manager 
will review and approve all recommendations for suspension and dismissal. 

 

6.8 Dismissal 
 

All proposed dismissals must be approved by the Human Resources Manager in 

advance to ensure that sufficient cause and necessary documentation have actually 

been established for such action. Human Resources may initiate action regarding 

the dismissal or other appropriate discipline of an employee. When dismissal action 

is to be initiated for a regular, non-probationary employee, the employee's 

immediate supervisor will: 

 
a. advise the Department Director concerned of the employee's 

unsatisfactory performance or conduct as soon as possible, and 

 
b. present documentation to support the charges made, including copies of 

all progressive disciplinary actions taken. 

 

2. The Department Director or designee shall review the supervisor's charges to 

determine if dismissal of the employee is warranted. 

 
3. The Human Resources Manager or designee shall review the matter to determine 

if dismissal of the employee is warranted. 

 

4. If the review indicates that dismissal of the employee is justified, the Department 

Director or designee will prepare a letter of dismissal to have concurrence by the 

Department Director, Human Resources Manager, and approval by the City 

Manager. The letter must contain the following information: 

 
a. Reason(s) for dismissal (cite previous warnings and disciplines). 
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b. Effective date of dismissal. 
 

c. If applicable, a statement of employee rights to appeal in accordance with 

the City's grievance policy; a copy of such written notice shall be forwarded 
to the Human Resources Manager's Office for its inclusion in the employee's 

official personnel file. 

 

5. After the Department Director, Human Resources Manager, and City Manager 

have signed the letter, the immediate supervisor will distribute the copies as 

follows: 
 

a. Give the original letter to the employee, or if the employee is not available, 

send it by overnight mail to the employee's last known home address and, 

when available, by email to the employee’s personal email account. 

 
b. Send a copy of the letter and copies of all necessary documentation to 

support the dismissal to the Human Resources Manager for inclusion in the 

employee’s official personnel file. 

 

6.9 Unsatisfactory Work Performance or Misconduct 
 

Each need for discipline has varying circumstances and shall require the exercising of 
discretionary powers on the part of the supervisor. Disciplinary action may be taken 
against an employee for any of the following examples of unsatisfactory work 
performance and misconduct. These examples are not in any way to be construed as a 
comprehensive listing of possible violations nor are they to be considered as rigid 
guidelines. 

 

a) Unsatisfactory Work Performance, including but not limited to: 
i) serious neglect of work, 
ii) serious neglect of duty, 
iii) negligence on the job or in handling City property, 
iv) recurring tardiness, 
v) incompetence or inefficiency. 

 
b) Illegal actions, including but not limited to: 

i) possession or being under the influence of illegal drugs while at work, on City 
property, or in uniform, 

ii) conviction of a crime which reflects poorly on the City or the employee’s fitness 
to perform the job, even if the crime did not occur at work, on City property, or 
while the employee was in uniform, 

iii) other criminal actions while at work, on City property, or in uniform. 
 

c) Violation of the trust placed in employees, including but not limited to: 
i) abuse of leave, 
ii) sleeping on the job, 
iii) absence without leave while scheduled to work, 
iv) falsification of City records (including time records and personnel records), 
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v) violation of City policies which impact on efficiency, trust in the employee, or 
public perception of the City, or which expose the City to financial liability. 
 

d) Violation of expected standards of conduct, including but not limited to: 
i) insubordination or unreasonable refusal to comply with instruction of a 

supervisor, 
ii) deliberate or careless conduct which endangers the safety of oneself or other 

employees, 
iii) taking the property of the City or another employee for personal use without 

permission, 
iv) use of offensive, abusive, threatening, coercive, indecent or discourteous 

language toward fellow employee for any reason, 
v) provoking, instigating, or participation in a fight while on duty, on City property  

or while in uniform, 
vi) unauthorized carrying of a concealed weapon during work hours or on City 

property (with or without a concealed weapon permit). 
 

e) Other serious misconduct which negatively affects the City. 
 
6.10 Drugs, Narcotics and Alcohol 

 

It is the policy of the City to prohibit the use, sale, dispensing or possession of illegal 
drugs, narcotics and alcoholic beverages on its premises or while in City vehicles or while 
on City duty; an employee will be subject to appropriate disciplinary action which may 
include immediate dismissal. 

 

An employee reporting to work under the influence of drugs, narcotics or alcohol is not to 
be permitted to enter City premises. Any employee discovered to be under the influence 
while on the job will be required to leave the premises (see Disciplinary Procedures, 
Section 6.I). 

 

6.11 Employee Relations Expense Request 
 

To assist supervisor’s responsiveness to human relations situations, the City has 
established a procedure to fulfill the intent for supervisors to respond appropriately to 
special situations involving employees or their immediate families. For this policy only, 
immediate family will be defined as spouse or family members residing in the employee’s 
home. These special situations include hospitalizations, births  and adoptions.  In the 
event of a death in the immediate family, the definition of immediate family will be the 
same as defined as in the Bereavement Policy (Section 4.3). The supervisor should 
complete the Employee Relations Expense Request. In making these decisions, 
supervisors should weigh frequency of occurrence and any other unique circumstances. 

 

6.12 Grievance Procedure 
 

The City of Manassas grievance procedure is established to provide City employees an 
efficient and effective means by which to objectively resolve concerns or problems on 
matters related to employment and working conditions, and to have them promptly and 
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fully considered. Every reasonable effort shall be made to resolve employee complaints 
and grievances on an informal basis at the lowest level of management possible.  This 
procedure is administrative in nature and not a judicial proceeding.  

 

Unless otherwise provided by law, all full-time non-probationary City employees are 
eligible to initiate a grievance under this policy, with the following exceptions:  
department heads except for the Director of Social Services, and managerial employees 
engaged in City-wide policy determination; employees whose terms of employment are 
limited by law; deputies and executive assistants to the City Manager. Constitutional 
officers and their deputies are not covered by this grievance policy. Assistants and 
employees of the City Treasurer and City Commissioner of the Revenue are covered by 
this policy only if the Constitutional Officer who employs them has entered into a written 
agreement with the City to have them covered by this policy.  Human Resources will 
maintain a list of positions excluded from coverage. 

 

Law enforcement officers, as defined in Chapter 10 of Title 2.1 of the Code of Virginia 
(1950), as amended, may elect to proceed under this procedure or under the Law-
Enforcement Officers Procedural Guarantee Act, (Chapter 5 of Title 9.1 of the Code of 
Virginia (1950), as amended).  Such employees may use only one procedure for any 
single issue, and will not be permitted to use more than one procedure either 
simultaneously or in a sequence.  Selection of the City Grievance Procedure in these 
matters will be subject to determination of grievability in accordance with City policy. 

 

Definition of Grievance: A grievance shall be a complaint or dispute relative to an 
employee's employment involving (but not necessarily limited to): 

 
a. Disciplinary actions, including dismissals, disciplinary demotions, and 

suspensions, provided that dismissals shall be grievable whenever resulting 
from formal discipline or unsatisfactory job  performance; 

 

b. The application, meaning or interpretation of personnel policies, procedures, 
rules and regulations, including the application of policy involving matters 
relating to the contents of ordinances, statutes or established personnel 
policies, procedures, rules and regulations; 

 
c. Acts of retaliation for using the grievance procedure or of participation in the 

grievance of another City employee. 
 

d. Discrimination on the basis of race, color, creed, political affiliation, age, 
disability, national origin, or sex. 

 

e. Acts of retaliation because the employee has complied with any law of the 
United States or of the Commonwealth, has reported any violation of such law 
to a governmental authority, or has sought any change in law before the 
Congress of the United States or the General Assembly, or has reported an 
incidence of fraud, abuse, or gross mismanagement. 

 

Some complaints are not grievable under this procedure. They involve: 
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a. the content of ordinance, statutes or established personnel policies, 
procedures, rules and regulations; 

 

b. work activity accepted by the employee as a condition of employment or work 
activity which may be reasonably expected to be a part of job content; 

 

c. establishment and revision of wages or salaries, position classification or 
general benefits; 

 

d. failure to promote except where the employee can show established 
promotional policies or procedures were not followed or applied fairly; 

 

e. disciplinary actions involving verbal or written reprimands; 
 

f. the methods, means and personnel by which such work activities are to be 
carried on; 

 

g. except where such action affects an employee who has been reinstated within 
the previous six months as the result of the final determination of a grievance, 
termination, lay-off, demotion or suspension from duties because of lack of 
work, reduction in work force or job abolition; 

 
h. the hiring, promotion, transfer, assignment and retention of employees by the 

City; 
 

i. the relief of employees from duties of the City in emergencies. 
 

In any grievance brought under subparagraph g. above, the action shall be upheld upon 
a showing by the City that (1) there was a valid business reason for the action; and (2) 
the employee was notified of such reason in writing prior to the effective date of the 
action. 

 

Management Rights: Nothing in this procedure is intended to circumscribe or modify the 
existing management right to do the following: 

 

a. Direct the work of its employees as well as establish and revise wages,  
salaries, position classifications and general employee benefits; 

 

b. Hire, promote, transfer, assign and retain employees; 
 

c. Maintain the efficiency of governmental operations; 
 

d. Relieve employees from duties in emergencies; and 
 

e. Determine the methods, means and personnel by which operations are to be 
carried on. 
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Grievability:  The issue of grievability may occur at any step of the procedure, subsequent 
to the reduction of the grievance to writing and prior to the panel hearing, but once raised, 
the issue must be resolved before further processing of the grievance.  Decisions 
regarding grievability and access to the procedure shall be made by the City Manager, or 
his designee, at the request of the City or grievant within ten (10) calendar days of the 
request. A copy of the ruling shall be sent to the grievant, to the grievant's immediate 
supervisor and to the Human Resources Manager. Decisions of the City Manager, or his 
designee, may be appealed by the grievant to the Circuit Court of Prince William County 
for a hearing de novo on the issue of grievability.  Proceedings for review of the decision 
of the City Manager, or his or her designee, shall be governed by the provisions of 
Virginia Code § 15.2-1507 A.9., as amended, or any successor statute. 

 

The classification of a complaint as non-grievable shall not be construed to restrict any 
employee's right to seek or management's right to provide customary administrative 
review of complaints outside of the scope of the grievance procedure. 

 

Grievance Steps: At each level of management step, the applicable manager or 
designee will meet face-to-face with the employee and render a decision and 
comments, in writing, on the form provided by the City, with copies to the Department 
Head and the Human Resources Manager, within fifteen (15) calendar days after 
receiving the written grievance. The only persons who may be present at these 
meetings are the employee, the supervisor, and appropriate witnesses for each side. 
Witnesses shall be present only while actually providing testimony. At the City Manager 
step, the grievant, at their option, may have present a representative of their choice. If 
the grievant is represented by legal counsel, the City likewise has the option of being 
represented by counsel. 

 

All stages of the grievance beyond the first step shall be in writing on forms supplied by 
Human Resources.  Once an employee reduces his grievance to writing, he must 
specify on the appropriate form the specific relief he expects to obtain through use of 
this procedure. Such relief must be tangible, rational, and within the power of the City of 
Manassas to grant.   

 

After the initial filing of a written grievance, failure of either party to comply with all 
substantial procedural requirements of the grievance procedure without just cause will 
result in a decision in favor of the other part on any grievable issue, provided the party not 
in compliance fails to correct the noncompliance within five (5) work days of receipt of 
written notification by the other party of the compliance violation. Such written notification 
by the grievant shall be made to the City Manager, or his or her designee. Failure of 
either party without just cause to comply with all substantial procedural requirements at 
the panel hearing shall result in a decision in favor of the other party. 
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Procedure:  First Step:  Supervisor Level 
 

Part A. 
 

Within twenty (20) calendar days after the occurrence or condition giving rise to the 
grievance, the employee affected may identify the grievance verbally to the employee's 
immediate supervisor. Within fifteen (15) calendar days of such presentation, the 
supervisor shall give his/her verbal response to the employee with respect to the 
grievance. In the event that no settlement or verbal response is made by the supervisor 
within fifteen (15) calendar days of the oral presentation, the grievant may proceed to 
Part B immediately. Failure on the part of the employee to initiate the action required 
within the time stated herein shall terminate the employee's right to initiate a grievance 
on that issue. 

 

Part B. 
 
If there is no resolution or verbal response within the time limit provided in Part A, the 
employee may reduce the grievance to writing, identifying the nature of the grievance and 
the expected remedy on Grievance Form A. This statement will be the employee's 
explanation of what occurred, and must state specifically what relief is requested as a 
remedy. Such written grievance should be presented to the immediate supervisor within 
fifteen (15) calendar days of the supervisor's verbal reply or immediately thereafter when 
the supervisor fails to respond. The supervisor must then reply in writing within fifteen (15) 
calendar  days. 

 

 

Second Step:  Senior Management Level 
 

If a satisfactory resolution is not reached at the first step, the employee may so indicate 
on the grievance form and submit the grievance to the Department Head within (15) 
calendar days of the immediate supervisor’s response. The Department Head receiving 
the grievance will meet with the employee face-to-face.  The Department Head will 
render a written decision and comments on the form provided by the City and return it to 
the employee with copies to the Human Resources Manager within fifteen (15) calendar 
days after receiving the appeal.   

 

Third Step:  Executive Management Level 
 

If a satisfactory resolution is not reached at the second step, the employee may submit 
the grievance to the City Manager or his designee. Submission to the third step must 
occur within fifteen (15) calendar days of the second step reply. Executive level 
management will meet with the employee within fifteen (15) calendar days or indicate an 
extension is necessary; such extension shall not exceed five (5) additional work days 
except by mutual agreement.  The grievant may have a representative of their choice 
present as well as appropriate witnesses; if the grievant elects to have legal 
representation, the City Manager or designee may likewise do so.  The grievant must 
notify the City Manager of the name of their attorney within five (5) calendar days of the 
scheduled meeting.  The presence of attorneys shall not alter the fact that this is an 
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administrative, informal, fact-finding process involving a meeting and discussion between a 
department and an employee.  The City Manager or designee shall render a written reply 
to the grievance within fifteen (15) calendar days following the third step meeting. 

 

Fourth Step:  Panel Hearing 
 

 

If the grievance is not settled, the employee may present their appeal in writing on the 
appropriate form provided by the City to the grievance panel via the Human Resources 
Manager. The notice by the employee of appeal to the panel must be received by the 
Human Resources Manager within fifteen (15) calendar days after receipt of the written 
decision of the City Manager or designee. 

After receiving notification of the employee's intent to appeal, the Human Resources 
Manager shall begin processing the grievance panel selection. If represented by legal 
counsel, the grievant must notify the Human Resources Manager of the name of their 
attorney within five (5) calendar days of filing their intent to appeal. 

 

A. Composition of Panel 

Except as noted in this paragraph, all city employees, as a condition of city employment, 
shall serve on grievance panels if selected by the grievant, by management, or by the 
first two grievance panel members to serve as the chair. All employees from the 
following departments are excluded from serving: Human Resources and Risk 
Management and the City Manager's Office, including the Communications Manager. 
Deputies, assistants and employees of Constitutional Officers are eligible to be selected 
as grievance panel members if the Constitutional Officer who employs them has entered 
into a written agreement for grievance policy coverage.   

No person shall serve on a grievance panel unless he or she is a City employee.  
However, no person shall serve on a grievance panel if he or she has direct involvement 
with the grievance being heard by the panel, or with the complaint or dispute giving rise 
to the grievance. Managers who are in a direct line of supervision of a grievant, persons 
residing in the same household as the grievant, and the following relatives of a 
participant in the grievance process, or a participant's spouse are prohibited from 
serving as panel members: spouse, parent, child, descendants of a child, sibling, niece, 
nephew, and first cousin. No attorney having direct involvement with the subject matter 
of the grievance, nor a partner, associate, employee or co- employee of such attorney 
shall serve as a panel member. 

 

B. Selection of Panel 

The panel shall consist of three (3) City employees: one member appointed by the 
grievant, one member appointed by the City Manager or his designee, and a third 
member who shall serve as chairperson, selected by the other two members. The 
grievant may select any City employee as his/her appointee to the panel, in accordance 
with Section A above.  The grievant will have ten (10) calendar days to make this 
selection. The City Manager or designee has ten (10) calendar days after the employee 
makes their selection, to make the Management selection. The panel members selected 
by the grievant and the City Manager or his/her designee will have ten (10) calendar 
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days to select a third member who will be the panel's chairperson. When a selection 
cannot be agreed upon, the Human Resources Manager will request the Chief Judge of 
the Circuit Court of the County of Prince William to select a third City employee as a 
panel member and chairperson. 
 
C. Panel Hearing Date 
The full panel will set the date, time, and place for the hearing which shall be held within 
twenty (20) calendar days following date of the selection of the full panel. 
 
D.   Communication with Panel Members 
The parties should not discuss the substance of any grievance or the problem 
giving rise to the grievance with any panel member prior to the hearing. All 
matters requiring the attention of the panel should be communicated in writing 
with copies to all parties. 
  
E. Case Presentation 
The grievant and the Department Head or representative shall be present at all panel 
hearings and may be represented by legal counsel or other representatives of their 
choice. Such representatives may examine, cross- examine, question, and present 
evidence on behalf of the grievant or the department to the panel. 
 
The conduct of the hearing shall be as follows: 
 

a. The hearings are not intended to be conducted like proceedings in courts, 
and the rules of evidence do not necessarily apply.  Panels have the discretion to 
determine the propriety of attendance at the hearing of persons not having a direct 
interest in the hearing; 
 

b. In all grievances not involving discipline, the employee shall present first.  In all 
grievances of employee discipline, management shall present first.  The panel 
may, at its discretion, vary this procedure, but shall afford full and equal 
opportunity to all parties and witnesses for presentation of any material or relevant 
proofs; 

 
c. The City shall provide the panel with copies of the grievance record prior to the 

hearing, and provide the grievant with a list of the documents furnished to the 
panel; 

 
d. The panel may, at the beginning of the hearing, ask for statements 

clarifying the issues involved; 
 

e. Panels have the authority to determine the admissibility of evidence without 
regard to the burden of proof, or the order of presentation of evidence, so long as 
a full and equal opportunity is afforded to all parties for the presentation of their 
evidence; 

 
f. All evidence shall be presented in the presence of the panel and the parties, 

except by mutual consent of the parties; 
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g. Documents, exhibits, and lists of witnesses shall be exchanged between the 

parties ten days in advance of the hearing; 
 

h. The parties to the grievance, by mutual agreement, or the panel may extend any 
or all of the time periods established in this procedure. 

 
 
The grievant must bear any cost involved in employing representation or in preparing or 
presenting his or her case. 
 
F. Panel Decision 
The panel shall render its decision on the appropriate City form and distribute copies to 
the grievant, Department Head, and the Human Resources Manager within fifteen (15) 
calendar days of the conclusion of the hearing. The reason for the panel decision will be 
noted on the form. The majority decision of the panel, acting within the scope of its 
authority, shall be final and binding and shall be consistent with the provisions of  
existing written and unwritten policies, procedures, and laws. The question of whether 
the relief granted by the panel is consistent with existing written and unwritten policies, 
procedures, and laws shall be determined by the Human Resources Manager unless 
such person has a direct personal involvement with the event(s), in which case the 
decision shall be made by the City Manager. The Human Resources Manager is 
responsible for ensuring that the panel decisions are implemented. Either party may 
petition the Circuit Court of the County of Prince William for implementation of the panel 
decision within thirty (30) days of the date of the non-implementation decision. 

 

The panel has the responsibility to interpret the application of appropriate City policies 
and procedures in the case. It does not have the prerogative to formulate or to change 
policies or procedures. 
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6.13 Sexual Harassment Policy 
 

It is the policy of the City of Manassas that sexual harassment of employees in the work 
place is unacceptable and will not be tolerated. 

 

All City employees are expected to conduct themselves in a professional manner at all 
times. A professional manner includes being aware of situations and/or language that 
may be abusive to those around them and taking action to prevent these situations  from 

occurring. All City employees are expected to avoid any behavior or conduct toward 
another employee which could be interpreted as sexual harassment. 

 

Sexual harassment is defined as "unwelcome sexual advances, requests for  sexual 
favors and other verbal or physical conduct of a sexual nature which affects employment 
decisions or working conditions." 

 

Sexual harassment may include sex-oriented verbal kidding, teasing or jokes; subtle 
pressure for sexual activity; physical contact such as patting, pinching or brushing against 
another's body; or demands for sexual favors. 

 

Sexual harassment is a violation of an individual's rights. It creates a hostile environment 
when sexual advances are unwelcome, whether those advances are verbal, physical or 
visual. 

 

Complaint Procedure/Designated Hearing Officers: Any employee who feels that he or 
she has been a victim of sexual harassment by another City employee is asked to 
promptly report the incident to any one of the following: 

 

a. Department Head or Supervisor 
 

b. Human Resources Manager (Designated Hearing Officer) 
 

c. Alternate Hearing Officer as designated by the City Manager (contact the City 
Manager for name(s) of alternates) 

 

Because a sexual harassment complaint may involve an employee's supervisor, an 
employee who feels he/she has been the victim of sexual harassment may go directly to 
the Human Resources Manager or other City Manager designated employee, selected 
to hear such sexual harassment complaints, for a private conference without first 
reporting the complaint to his/her supervisor. 

 

All discussions/complaints shall be confidential. No employee who makes such a 
complaint will suffer an act of reprisal by his/her supervisor or any other City employee for 
having voiced his/her complaint. 

 

All complaints will be presented by the hearing officer to the City Manager for a 
confidential review and a determination of what actions are necessary to investigate the 
complaint and, following the investigation, to determine the appropriate disciplinary action. 



6-15  

 

Both the victim and the accused will be advised of the investigation results. If a complaint 
is found to have merit, the appropriate disciplinary action will be taken. 

 

If either the victim or the accused is not satisfied with the results of the impartial 
investigation into the sexual harassment complaint, either party may voice that additional 

complaint through the City grievance procedure (see Section 6, of this Employee 
Handbook). 

 

The Employee's Rights/Responsibilities: Individual employees have the right to work in a 
non-threatening, non-sexually intimidating environment. It is important for individuals to 
maintain high standards of professional credibility. Simple as it may sound, common 
sense is the best guide for individuals. 

 

Each person must communicate professionalism in all encounters with other employees, 
vendors, and the public. 

 

If harassment does occur, employees should take immediate action. When possible, a 
victim should address the situation directly with the harasser at the time the event occurs. 
State clearly that the behavior is unwelcome and that it is expected to stop and never to 
occur again. Should an aggressor continue unwelcome behavior, employees must follow 
through with the City's complaint procedure outlined above. 

 

The City does not condone this behavior and is available to assist you in dealing with 
these unwelcomed situations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


