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[bookmark: _Toc90538497]SECTION I.  GENERAL DUTY OF EMPLOYEE

It shall be the duty of each employee to maintain high standards of conduct, cooperation, efficiency, economy, and performance in work for Kingdom College.
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SECTION II.  DISCIPLINE POLICY

Generally, the employment of every employee shall be conditioned on the satisfactory conduct of the employee and continued satisfactory performance of assigned duties and responsibilities. An employee who has completed his/her probationary period may be dismissed, demoted, suspended, or reprimanded for cause or for any reason deemed to be in Kingdom College’s best interest.
[bookmark: _Toc90538499]SECTION III.  CAUSES FOR DISCIPLINARY ACTION

	The following are examples of causes which shall be sufficient causes for, reprimand, suspension, demotion, or dismissal:
(1)     	Conviction of a felony or other crime involving moral turpitude.
(2)     	Incompetency or inefficiency.
(3)     	Unsatisfactory work performance.
(4)     	Absent without leave.
(5)     	Failure or refusal to carry out instructions.
(6)     	Neglect of duty.
(7) 	Incapacity due to mental or physical disability.
(8)	Unsatisfactory record of tardiness and/or absenteeism.
(9)   	Insubordination and/or disregard of orders.
(10)	Falsification of any information required by a supervisor or Kingdom College.
(11)	Failure to report accidents or personal injuries properly and/or promptly.
(12)	Misappropriation, destruction, theft, or conversion of Kingdom College property.
(13)	Neglect or carelessness resulting in property damage or injury to another.
(14)	Loss of driver’s license when required for continued employment affects the employee’s ability to perform the job.
(15)	Introduction, possession, or use, on Kingdom College property, in or on Kingdom College equipment, and/or while at work of intoxicating liquors or controlled substances (drugs).
(16)	Proceeding to or from work, presenting himself/herself for work, being present for work while under the influence of intoxicating liquor or controlled substances (drugs).
(17)	Use of Kingdom College property while off-duty while under the influence of intoxicating liquor or controlled substances (drugs).
(18)	Gambling on Kingdom College property or while at work.
(19)	Fighting or deliberately injuring another.
(20)	Rude or disrespectful conduct directed toward a member of the public or co-workers.
(21)	Waste of Kingdom College supplies or equipment.
(22)	Disorderly or immoral conduct.
(23)	Use of Kingdom College property or equipment on private property for personal gain.
(24)	Violation of safety procedures, which could have dangerous consequences.
(25) 	Any reason deemed to be in the best interest of the Kingdom College.

***The above charges are only examples and are not all-inclusive.  Kingdom College reserves the right to issue discipline with charges determined by the appropriate type of misconduct.****
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The following disciplinary actions may be implemented by the Board or by the President or his/her designated representative, as set forth below:
· Reprimand. An employee may be reprimanded for cause. In such event, the reprimand will be reduced to writing, and a copy shall be placed in the employee’s personnel file. A reprimand is subject to the grievance procedure set forth by Kingdom College but is not otherwise appealable.
· Suspension for Three Days or less. An employee may be suspended without pay for up to three (3) days for cause. In such event, the employee shall be given written notice of the suspension and the reasons. A suspension of up to three (3) days is subject to the grievance procedure set forth by Kingdom College but is not otherwise appealable.
· Suspension of more than three (3) days. An employee may be suspended without pay for a period ranging between four (4) and thirty (30) days for cause. In such event, the procedure set forth below shall be followed, and any such suspension shall not be subject to the grievance procedure set forth by Kingdom College but rather the appeal process outlined in Section VI. 
· Demotion. An employee may be demoted from his/her existing position for cause. In such event, the procedure set forth below shall be followed, and any such demotion shall not be subject to the grievance procedure set forth by Kingdom College but rather the appeal process outlined in Section VI. 

[bookmark: _Toc90538501]SECTION V.   PROCEDURE APPLICABLE TO SUSPENSIONS OF MORE THAN THREE (3) DAYS, TO DEMOTION, AND TO DISMISSALS FOR FACULTY OR EMPLOYEES

The following procedure shall be followed when the President or his/her designated representative proposes suspending an employee without pay for more than three (3) days, demoting an employee, or dismissing an employee.
· Determination Procedure
· Written notice setting out specific charges and the possibility of disciplinary action shall be served on the employee before disciplinary action is taken. Such written notice shall advise the employee:
(aa) that a Determination Hearing will be held and the date, time, and place of such hearing.
(bb) A determination Hearing will be held to consider the charges against the employee and the possibility of disciplinary action being taken against the employee.
(cc) At the Determination Hearing, the employee may be accompanied by anyone of his choosing and will be afforded the opportunity to respond to the charges orally or in writing.
· The Determination Hearing shall be conducted by the President or his/her designated representative who proposes to take disciplinary action and shall be held no sooner than 7 working days after the employee has received the written notice setting forth the charges against him or her and the possibility of disciplinary action. At such hearing, the evidence against the employee shall be explained, and the employee shall be afforded the opportunity to respond orally or in writing.
· The President or his or her designated representative conducting the Determination Hearing shall issue his or her decision within three (3) working days of conclusion of the hearing; such decision shall be promptly delivered to the employee and shall advise the employee:
(aa) of the decision;
(bb) of the date on which the discipline to be imposed, if any, is to become effective; and
(cc) If the decision is to suspend the employee without pay for more than three (3) days, to demote the employee, or to dismiss the employee, the employee has a right to appeal such action to the Board, that such appeal must be made in writing and must be delivered to the Director of Human Resources within five (5) working days of the employee’s receipt of the decision, and that if written notice of appeal is not received within five working days of the employee’s receipt of the decision, all rights to appeal are extinguished.
· An employee may waive his/her right to a Determination Hearing either by delivering a written waiver to the President or his/her designated representative who proposed to take disciplinary action or by failing to appear for the Determination Hearing. Waiver of the Determination Hearing shall be considered an admission that the charges against the employee are correct. In the event of a waiver, the President or his/her designated representative who has proposed to take disciplinary action shall render his/her decision within five (5) working days of the date on which the Determination Hearing was set.
[bookmark: _Toc90538502]
SECTION VI.   APPEALS PROCESS   

If the employee believes she or he has not been treated fairly in the termination or discharge process, she or he may appeal this process by using the following steps: The employee must notify the supervisor and the Director of Human Resources in writing that she/he wishes to appeal the termination within five days of the termination or discharge. The written and signed appeal must identify the policies or procedures that were not followed. The Director of Human Resources will schedule an appeal hearing with the Board for the purpose of hearing the employee’s appeal.  
[bookmark: _Toc90538503]SECTION VII.   SUSPENSION WITH PAY PENDING DETERMINATION OF DISCIPLINE

Whenever, in the discretion of the President or his/her designated representative, it is necessary or desirable that an employee be removed from the Kingdom College’s active service pending a determination of possible disciplinary action, the employee may be suspended with pay until a Determination Hearing has been held. A determination of discipline has been made, or if no Determination Hearing is required or if such Hearing is waived until a determination of discipline has been made.
[bookmark: _Toc90538504]SECTION VIII.  PROBATIONARY EMPLOYEE

Any probationary employee may be suspended or removed at any time by the President. Probationary, temporary, seasonal, part-time, or adjunct employees shall not have the right of appeal from such action.
[bookmark: _Toc90538505]SECTION IX.   REMOVAL OF PRESIDENT, NON-CLASSIFIED EMPLOYEES

Any persons appointed to office by the action of the Board may, for cause, after a hearing, be removed by the officer making the appointment. The Board may remove, by a two-thirds (2/3) vote, any such person for incompetence, malfeasance, misfeasance, or nonfeasance in office and for conduct detrimental to good order or discipline, including habitual neglect of duty, or for any other reason deemed appropriate by the Board.
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