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P6Hx23-2.19
PROCEDURE: PERFORMANCE EXPECTATIONS OF CAREER SERVICE EMPLOYEES AND STANDARDS OF DISCIPLINE
This College Procedure establishes a framework for employment action of the College with respect to career service employees and is not intended to be all-inclusive.  Employment decisions made pursuant to this College Procedure do not provide a property right, right to formal appeal or grievance except as may be expressly stated below. The Board of Trustees reserves the right to modify or eliminate this College Procedure as it deems appropriate.  Further, the College may take such other disciplinary action including suspension or dismissal as it may deem necessary with respect to any career employee.

I.
Probationary Status

New career service employees will serve a twelve (12) month probationary period.  Probationary status is defined as the period during which an employee is subject to training and development objectives in order to achieve a level of work performance that meets all required expectations. Employees returned to probationary status via the disciplinary procedure will serve up to a four (4) month probationary period.  Employees acquiring a transfer will be on probationary status for a period of nine (9) months.  During any probationary period the employee may be dismissed upon recommendation of the supervisor and the executive director of Human Resources and the approval of the President or the President’s designee.  There shall be no right of appeal or review from such dismissal and the approval of the recommendation of dismissal is final except as may be provided elsewhere in this College Procedure.
II.
Non-Probationary Status

Non-probationary status is achieved when all required performance expectations are being met on a regular and consistent basis. The administration will issue a decision within the 30 calendar days prior to the end of the designated probationary period as to the removal of the probationary status.  All career employees who satisfactorily complete the probationary period will be placed on non-probationary status.

III.
General Expectations of Employees

A.
Career employees shall respect the rights of others.

B.
Career employees shall support the mission, purpose and best interest of the College.

C.
Career employees shall perform assigned duties in an orderly and efficient manner.

D.
Career employees shall comply with all federal, state and local laws and regulations and the rules and procedures of the College.

Discipline may be imposed for the violation of these general expectations, such as:

1.
Poor work performance – Employees shall strive to perform at the highest level of efficiency and effectiveness.

a.
Employees are expected to be reliable and dependable, for example: to show up for work, and be ready for work, on a reliable basis; to observe established work hours and scheduled appointments; to complete work on time; and to obtain permission before being off work and to schedule leave in a manner that minimizes work disruption.

b. 
Employees are expected to be effective, for example: to organize their work; to stay focused on job-related activities during work hours; to provide the level of effort necessary to get the job done; to demonstrate willingness and ability to make decisions and exercise sound judgment; to produce work that consistently meets or exceeds expectations; to accept responsibility for their actions and decisions; to adapt to changes in work assignments, procedures, and technology; and to be committed to improving individual performance.

2.
Negligence – Employees shall exercise due care and reasonable diligence in the performance of job duties.

3. Inefficiency or inability to perform assigned duties – Employees shall, at a minimum, be able to perform duties in a competent and adequate manner.

4. Insubordination – Employees shall follow lawful orders and carry out the directives of persons with duly delegated authority. Insubordination includes, but is not limited to, failure to adhere to Florida Statute 553.865, “Safety in Private Spaces Act,” including willfully entering for an unauthorized purpose, a restroom or changing facility designated for the opposite sex, and refusing to depart when asked to do so by an employee, administrator, or safety and security staff. Employees shall resolve any differences with management in a constructive manner. 
5.
 Violation of law or College rules – Employees shall abide by the law and applicable rules and policies and procedures, including those of the College.  The College may determine that an employee has violated the law even if the violation has not resulted in arrest or conviction. Employees shall abide by both the criminal law (for example, drug laws) and civil law, including laws prohibiting sexual harassment and employment discrimination.

6. Conduct unbecoming a public employee – Employees shall conduct themselves in an ethical manner, both on and off the job, that will not bring discredit or embarrassment to the College.

a.
Employees shall be courteous, considerate, respectful, and prompt in dealing with and serving students, the general public and co-workers.

b. Employees shall maintain high standards of honesty, integrity, and impartiality.  Employees shall place the interests of students, the College and the general public ahead of personal interests.  Employees shall not use, or attempt to use, their official position for personal gain or to use confidential information for personal advantage.

c.  Employees shall protect College property from loss or abuse, and they shall use College property in accordance with College rules and procedures.

7.
Misconduct – Employees shall refrain from conduct that, while it may not necessarily be illegal, is inappropriate for a person in the employee’s particular position.

8.
Drug use – The College shall not tolerate violations of the College’s Drug Free Workplace policy, or policies regarding the use of alcohol or the misuse of over-the-counter or prescription medications.

   9.
Misrepresentations, false statements and fraud may subject employees to disciplinary action by the College, and further, may subject an employee to prosecution where such action is a criminal offense or civil infraction.

IV.
Discipline/Corrective Action

A.
College department administrators, managers and supervisors are responsible for identifying instances of unacceptable behavior and for taking appropriate action.   Before taking corrective action, a supervisor shall have evidence that the employee failed to comply with a standard or expectation.

B.
Discipline is generally, but not necessarily, progressive from an oral or written warning, to suspension or dismissal.  The severity of the disciplinary measure shall be related to the seriousness of the offense.

C.
These guidelines cannot cover every situation that might require disciplinary action, nor is the College limited in applying disciplinary action to the personal conduct offenses or violations listed above. 

D.
A violation or job deficiency will be dealt with fairly, but firmly, under consistent standards. However, since particular circumstances of some infractions may be unique, prescribed disciplinary actions may be lessened or expanded, including immediate termination, according to the situation.  The welfare and/or safety of the College and its students, employees and visitors is to be considered in the application of discipline.

E.
Notwithstanding the above (and in accordance with Rule 6Hx23-1.232, the College’s Policy for Threats, Violence, Stalking and/or Use or Possession of Explosives, Destructive Devices, Firearms and/or Weapons, etc.) any employee who engages in conduct that poses an immediate threat or danger to persons or property or that would have an immediate adverse impact on the operations of the College may be immediately suspended or dismissed.  This determination may be made orally followed, as soon as practicable, by written confirmation of such determination, which shall include the reasons and supporting facts for the suspension or termination.  Said written determination may be delivered to the employee by hand or by United States regular mail to the employee’s last known address.

F.
Discipline shall be administered as a result of the College administrator, manager or supervisor conferring with the Office of Human Resources regarding the most appropriate course of action in accordance with Board of Trustees’ rules and procedures.   Discipline may include, but is not limited to, an oral or written warning, return to probationary status, suspension or dismissal.  The degree of discipline will depend on the nature and circumstances of the conduct involved.  (Assignment to developmental training programs or for mentoring assistance may be required as a form of corrective action.)

G. 
In addition to the general expectations of employees as outlined above, here are other examples of unacceptable conduct that may result in disciplinary action (this list does not cover every situation but rather includes examples of personal conduct offenses):

Absence from work without authority or without notification

Tardiness

Willful time sheet violation

Unauthorized absence from work area

Alteration, destruction or falsification of a record

Neglect of duty, Not working, or Sleeping while on duty

Threatening or abusive language against other persons on College property

An act which threatens the safety, health, or well-being of the employee or another person on College property

Possession or drinking of alcoholic beverages, possession or use of illegal drugs or other intoxicants on College property,

reporting to work intoxicated or under the influence of alcohol

and/or illegal drugs

Interference with the work of others


Unauthorized possession of weapons or firearms on College property. 

Gambling on College property, or during working hours

Failure to care for or maintain College property used by employee
Violation of the College’s computer use policies

Theft of College property or theft on College property

Failure to report suspension or revocation of employee’s

driver's license


Failure to obtain or maintain a license, certificate or other

credential required or necessary to one’s employment

Fraudulent use of sick leave (The College may require


doctor's statement.)

Violation of employee drug and alcohol policies

Horseplay, carelessness, or negligence that could or does result in personal injury or damage to property

Sexual harassment

Conduct which is offensive and/or creates a hostile working environment and is discriminatory on the basis of race, national origin, creed, color, age, sex, religion, marital 

status and/or disability

Unauthorized use of College equipment or property


Working on personal matters during work hours

Mishandling of funds or documents

Excessive use of telephone for personal matters

Negligent or willful destruction, abuse or misuse of College 


property or equipment


Unauthorized solicitation or sales on College premises

Unauthorized release of records or confidential information

Unauthorized distribution of written or printed material

of any kind

Use of profane or abusive language to others

Rudeness to the public – being impolite, uncooperative either

in language or action 

Failure to maintain satisfactory working relations with employees, students, and/or the public

Fighting while on duty, other than reasonable defense to


an unprovoked attack or in the reasonable defense of others

Negligent operation of a College vehicle resulting in


an accident/personal injury or endangering the lives or

property of others

Operation of College vehicle or equipment without required

valid license

Violation of safety practices and policies of the College

and/or federal and state laws and regulations

Violation of state or federal ethics laws

Violation of state or federal law while on College property,

or violation of state or federal law which substantially affects

the employee’s fitness to perform assigned duties

Conviction of federal, state criminal laws other than minor

traffic offenses which adversely affects the College

Refusal to cooperate with administrative investigations 

or to answer a work-related question(s) or inquiry

Engaging in concerted action, encouraging or assisting another in an attempt to violate or the violation of a law, regulation, College rule or procedure

Conduct of such a nature that it brings discredit to the College

and interferes with the effectiveness of the employee to the College

Conduct reflecting unfavorably on the reputation of the College and that adversely affects or interferes with the normal operations of the College

Conduct which interferes with the orderly operation of the


College and/or other employees carrying out their duties

Gross misconduct or conduct unbecoming a College employee which substantially affects the employee’s fitness to perform assigned duties

Conduct such that the employee's presence on the job could or would threaten the safety or health of the employee or others or such that the employee’s fitness to perform assigned duties is affected

V.
Formal Discipline of Non-probationary Employees

A.
Verbal and Written Warnings

Formal verbal and written warnings may be given to an employee by the supervisor after review with the executive director of Human Resources.  Documentation of formal verbal warnings will be maintained in the department files.  Such warnings should include potential consequences.

B.
Return to Probationary Status

Return to probationary status may be recommended by an administrative supervisor to a Cabinet-level supervisor.  At the time such a recommendation is made, the following steps will be taken:

1.
The Cabinet-level supervisor will provide the executive director of Human Resources with a written statement which specifies the reasons and supporting facts for the recommendation for return to probationary status. 
2.
If authorized by the executive director of Human Resources, the Cabinet-level supervisor shall provide the affected employee with a written statement which specifies the reasons and supporting facts for the return to probationary status.  

3. 
The employee will be advised in writing that recurring performance deficiencies or disciplinary infractions during this period can result in a recommendation for suspension or dismissal. There shall be no right of appeal or review from such return to probationary status and approval of the recommended action is final except as may be provided elsewhere in this College Procedure. A return to probationary status will remain in effect for up to four (4) months and may be extended in accordance with this College Procedure. (Formal written warnings exceeding three (3) in a one (1) year period will automatically result in the return to probationary status.) 

During any probationary period the employee may be dismissed upon the Cabinet-level supervisor's recommendation to the executive director of Human Resources and the approval of the President or the President’s designee.  

C. 
Suspension

Suspension may be recommended by an administrative supervisor to a Cabinet-level supervisor.  At the time such a recommendation is made, the following steps will be taken:

1. 
The Cabinet-level supervisor will provide the executive director of Human Resources with a written statement which specifies the reasons and supporting facts for the recommendation for suspension.  

2. 
If authorized by the executive director of Human Resources, the Cabinet-level supervisor shall provide the affected employee with a written document which specifies the reasons and supporting facts for the suspension and advises that recurring performance deficiencies or disciplinary infractions following the suspension can result in a recommendation for further discipline, up to and including termination. The suspension will take effect immediately.  There shall be no right of appeal or review from such suspension and is final except as may be provided elsewhere in this College Procedure.
D.  
Dismissal

Dismissal may be recommended by an administrative supervisor to a Cabinet-level supervisor.  At the time such a recommendation is made, the following steps will be taken:

1. 
The Cabinet-level supervisor will provide the executive director of Human Resources and the President with a written statement which specifies the reasons and supporting facts for the recommendation for dismissal. 

2. 
If authorized by the President or the President’s designee, the Cabinet-level supervisor shall provide the affected employee with a written recommendation of dismissal which specifies the reasons and supporting facts. 
3. 
The President may authorize, and/or direct as may be appropriate, further investigation as deemed necessary prior to a final decision.

4.  
An employee recommended for dismissal may submit a written statement for consideration in advance of the pre-determination meeting as provided herein, or where the employee has opted to forego such a meeting, in advance of the President’s determination. 
5.
Within two working days of receiving the notice of the written recommendation of dismissal and prior to the President’s final decision, the affected employee may request a pre-determination meeting to provide his/her side of the matter to a Cabinet-level supervisor appointed by the President.  Said Cabinet member shall not be one who is already directly or indirectly involved in the matter.  Should the employee choose not to have a pre-determination meeting, the employee may be thereafter dismissed subject to approval of the recommendation by the President.  There shall be no right of appeal or review.

VI.
Employee’s Claim of Liberty Interest Violation - Name Clearing Hearing Rights/Procedure

Any employee who believes that there has been a deprivation of their constitutional liberty interest by a published stigmatizing false statement during the course of determination of a suspension or dismissal may request a hearing before the grievance committee pursuant to College Procedure P6Hx23-2.021 and shall be provided an opportunity to clear his/her name of the alleged false and stigmatizing statement.  

VII.
Abandonment of Position

An employee of SPC, whether probationary or not, who is absent for three consecutive days without approved leave will be considered to have abandoned his or her position.  As a result, this is a resignation of the employee's position and becomes effective at the end of the third day of absence.

VIII.
Resignation

An employee who resigns shall be requested to submit the resignation in writing.  An employee who verbally resigns or who abandons his or her position shall be sent a letter confirming the resignation.  A copy of the letter shall be placed in the employee's personnel file.

History:  Adopted 4/15/14; Filed – 4/15/14.  Effective – 4/15/14; Filed – 3/20/24.  Effective – 3/20/24.
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