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A. Employee Discipline and Protection 
1. Responsibility 

The president is delegated the authority and responsibility to suspend, dismiss, demote or 
reassign on a fair and equitable basis an employee whose conduct or capacity is such that the 
removal, demotion or reassignment will promote the efficiency of  service to the college. 
 
The president may also appoint selected administrators to conduct investigations relating to 
any suspected or alleged breaches of  discipline or professional conduct. 

2. Immediate Responsibility 
Immediate supervisors are delegated the responsibility for administration of  day to day 
discipline to include such actions as oral admonitions, letters of  reprimand, and initiation of  
suspension actions consistent with the immediate supervisor's ability to effectively carry out 
such disciplinary action. 

3. Reasons for Disciplinary Action 
An employee may be subject to suspension, demotion, dismissal or reassignment or other 
appropriate disciplinary action. Reasons for disciplinary action include, but are not limited to: 

a. Fraud in securing appointment 
b. Incompetence 
c. Inefficiency 
d. Unexcusable neglect of  duty 
e. Insubordination 
f. Dishonesty 
g. Use of  or being under the influence of  alcohol or other banned or illegal substances on 

duty 
h. Use and trafficking of  illegal substances/drugs 
i. Unexcused absence without leave 
j. Conviction of  a felony or misdemeanor involving moral turpitude 
k. Inappropriate conduct of  a sexual nature, e.g. sexual misconduct 
l. Discourteous treatment of  the public or other employees 
m. Misuse of  college property, including money. 
n. Accessing or attempting to access inappropriate or immoral internet sites 
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o. Acts of  assaultive behavior, whether or not such acts occur on campus property, and 
whether or not criminal charges are filed, or conviction obtained. 

p. Racial, religious, or otherwise discriminatory remarks, defamations, or inferences. 
q. Theft 
r. Failure to properly account for college property in your possession, including money 
s. ntruthful statements before any college board or committee, or during any investigation. 
t. Interfering with or attempting to adversely influence a disciplinary or other investigation 
u. Failure to comply with college policies 
v. Unsatisfactory performance 
w. Unsatisfactory attendance or tardiness 

4. Limitation 
No employee of  the college shall be subjected to disciplinary action which affects continued 
employment except for such cause as will promote efficiency of  service to the college and 
for reasons given in writing. Except for extenuating circumstances, the disciplinary action 
shall not take effect until three days after the date of  notification. Administrative leave may 
be granted to employees pending the decision on the disciplinary action. 

5. Timeliness 
Disciplinary actions and investigations are very important to the smooth running of  the 
college. It is important that any discipline implemented is fair, appropriate to the actions 
taken, and processed timely. Supervisors, who are responsible for reporting, discipline and/
or investigations must perform these actions promptly and without undue delay. Failure to 
do so may result in a separate disciplinary action against the supervisor. 

B. Employee Protection 
1. Purpose 

This rule is established to guarantee the protection of  the employee's individual rights in 
matters which may lead to disciplinary proceedings such as suspension, dismissal, demotion, 
or reassignment of  the employee. 

2. Shared Responsibility 
All levels of  supervision and management share the responsibility for adherence to 
employee's job protection rights and consideration including: 

a. Informal counseling at first indication that on-the-job or personal problem is affecting 
the employee's job performance; 

b. A reasonable opportunity for the employee to correct inadequate performance including 
providing specific training to the employee to improve the level of  his job performance 
or to correct unacceptable habits or practices such as tardiness or lack of  attention to 
work requirements; 

c. The right to reply to the notice of  a proposed adverse action such as suspension, 
dismissal, demotion or reassignment; 

d. The responsibility of  the supervisor to give careful and serious consideration to the 
employee's reply; and 
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e. The right of  the employee to appeal adverse actions taken against him through the 

grievance procedure established in the college rules. 

3. Formal Procedure 
The president can identify and appoint appropriate personnel to investigate a breach or a 
complaint.  

In the event that adverse action is to be initiated against an employee, such employee must 
be provided by hand or by certified mail a written notice specifying the following 
information: 

a. The charges referred against employee; 
b. A description of  the action to be taken; 
c. Documentation supporting the action contemplated; 
d. A written statement of  all previous steps taken by the supervisor to resolve the problem, 

if  applicable; 
e. Notification of  the employees’ right to respond within three days notification of  receipt 

of  the charges. This response shall be considered but it is not dispositive on any issue of  
discipline. 

f. The right of  the supervisor to respond within three days and make a final decision 
unless the supervisor informs the employee that she/he needs additional time to make a 
final decision; and  

g. Failure of  the employee to respond to the charge within three days will immediately 
initiate the action described in B.2.c. above. 

C. Intent of  Employee Discipline and Protection 
It is the basic intent that discipline shall be a method of  controlling employees in such a way as 
to produce high levels of  work performance. The use of  discipline as a punitive matter is 
contrary to the college's concept of  discipline as an opportunity to provide constructive 
correction. 

D. Authority for Disciplinary Action 
The president is the authority vested with the final decision on all adverse actions taken against 
employees within the college. The employee’s supervisor initiates recommendation for such 
actions. Final authority for the disposition of  disciplinary actions processed through the 
grievance procedure rests with the board. 

1. Removal of  an Employee.  The president retains the right to remove an employee when it is 
deemed that the employee poses a danger to people or property. This action in no way 
negates the employee's right stated in the grievance policy. 

E. Responsibility of  the College with Respect to Criminal Activity 
1. Criminal Activity on College Property. When non-frivolous allegations are made that an act 

constituting a felony, or a misdemeanor involving an act of  moral turpitude or assaultive 
behavior has occurred on college property, it is the obligation of  the president to: 
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a. Formally report the allegations to the appropriate law enforcement officials; 
b. Assist such law enforcement officials in the investigation of  the crime, including 

convincing students and staff  to cooperate with any resulting investigation; and  
c. Provide such law enforcement officials with any internal reports or investigations 

conducted by the college. 
d. The college can independently pursue its own discipline and investigation even if  the 

matter is reported to the police. 

2. Criminal Activity Not on College Property.  When an employee has been alleged to have 
engaged in an act constituting a felony, or a misdemeanor involving moral turpitude or 
assaultive behavior, and the alleged act did not occur on the property of  the college, the 
employee may be subject to the disciplinary procedures provided for in this section prior to 
the resolution of  such charges by a court of  competent jurisdiction, if  credible evidence 
exists that such act occurred, and if  such discipline is needed to promote the educational 
goals of  the college. 

3. Relationship of  Disciplinary Action and Criminal Investigations.   No employee of  the 
college is authorized to release to the public information with respect tocallegations of  
criminal activities on campus. Any such request for information should be referred to the 
law enforcement officials to whom the incident was reported, or referred to the president. 

4. In-applicability of  Certain Disciplinary Procedures with Respect to Allegations of  Criminal 
Activity. If  employee discipline is undertaken with respect to allegations of  criminal 
misconduct either on college property or off  (section E.1. or E.2 above) the provisions of  
sections B.2.a. and B.2.b. are inapplicable. 

See Administrative Procedure 6019.
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