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suspensions and terminations will be written and signed by the Human
Resources Director or his/her designee.

II. Voluntary Resignations and Performance Issues:

A. Employees who voluntarily fail to report to work for three consecutive
workdays and fail to contact their supervisor during this time period will
be considered to have voluntarily resigned. All performance related
problems should be addressed by the guidelines established in the
Employee Performance Management System.

V. Employee Comments

A. The employee may attach additional comments to any disciplinary
action, if desired, within 3 days of receiving the action.

V. Disciplinary Action
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c. If the employee has repeated the violation covered in the prior verbal
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c. A copy of the letter will become a part of the employee's permanent
personnel file.

4. Suspension - The seriousness of the offense will determine the length of the
suspension. All suspensions are without pay.
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Abuse of leave

Verbal reprimand Written reprimand Suspension Termination

Oehihiegtiecetteni iy be preceded by
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Sexual Harassment Written reprimand to Suspension to Termination | N/A
Refer to Sexual termination termination
Harassment Policy
Unauthorized use of Wi . q S . Terminati NIA
State equipment or ntten_reprlman to usp_en5|_on to ermination
property suspension termination
Working on personal . . . L

Verbal reprimand to suspension| Suspension to Termination ~ N/A

job during work
hours

termination
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Unauthorized

distribution of Verbal reprimand to Written reprimand to Suspensionto | N/A
written or printed written reprimand suspension termination

material of any kind

Sleeping on duty Written reprimand Suspension to Termination | N/A

Horseplay

termination
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Negligent operation
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Failure to report a
violation of law or
policy that presents
an immediate or
continuing threat to
student or employee
safety.

Any accumulation of

3 offenses, within a
period of one year,

where the first offense

calls for a verbal or
written reprimand

Written reprimand to
termination

Suspension to termination

Suspension to
termination

Termination

Termination

N/A
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