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[bookmark: _Toc90538507]SECTION I.  ATTENDANCE AND PUNCTUALITY

Employees are expected to be punctual and dependable in their attendance. If an employee is unexpectedly unable to report to work or if they are going to be late, the employee must notify their immediate supervisor promptly. Frequent tardiness, inconsistent attendance, and unscheduled absences from work may be cause for disciplinary action, up to and including termination of employment. 

[bookmark: _Toc90538508]SECTION II.  DRESS AND APPEARANCE

There are no specific rules covering the dress and appearance of Kingdom College employees. Certain divisions, however, may require such rules, and members of the affected divisions shall adhere to these rules. Employees not covered by specific rules are expected to exercise their better judgment. Each employee should remember that inappropriate appearance or dress habits can be as offensive as any other form of discourtesy or disrespect.
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