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Purpose/Policy 

The successful operation and reputation of the college is built upon the principles of fair dealing and 
ethical conduct of our employees. As an employee it is expected that job duties are completed with 
integrity and excellence and in the spirit and letter of the applicable laws and regulations. Employees 
owe a duty to the college to act in a way that will merit trust and confidence of our students, 
communities and constituents. The college recognizes employees want to have a work environment 
that provides structure and guidance as it relates to the rules governing our behavior in the work 
setting. In general, good judgment and high ethical standards will help guide employees in regards to 
acceptable conduct. If a situation arises where it is difficult for an employee to determine the proper 
course of action related to a work situation the matter should be discussed openly with the 
employee's supervisor or Human Resource Director. As such, it is the responsibility of each employee 
to maintain positive working relationships with all others at the college. It is expected that college 
employees will work in a competent and conscientious manner, which will reflect favorably upon 
themselves, their department, and the college. 

However, instances may occur when an employee has exhibit ed questionable behavior and corrective 
action including discipl inary action up to and including termination is necessary. As a result the 
following examples of inappropriate conduct, although not all encompassing, have been created as a 
means to communicate to employees what is considered to be unacceptable: 

a) Dishonest; falsification or misrepresentation on the application for employment or other 
work records; falsifying other data requested by the co llege; fraudulence in securing job 
appointment; 

b) Neglect of duty; 
c) Insubordination or willful misconduct; 
d) False representation in conjunction with job performance; 
e) Being intoxicated or under the influence of drugs other than those prescribed by your 

physician while at work or the use of intoxicants or such drugs during working hours; 
f) Conviction of a felony or misdemeanor either in performance of job duties, or in private 

affa irs; 
g) Negligence or willful damage to college property; 
h) 
i) 
j) 
k) 

Discourteous treatment of the public or fellow employees during working hours; 
Loss of driver's license if required for the job; 
Violation of any lawful order, directive, or college policy; 
Job performance, wh ich results in serious harm to the employee's program or department; 



I) Failure to properly notify your immediate supervisor of an absence when known in advance; 
m) Willful violation of any college rule or any deliberate action that is detrimental to the college 
n) Willful violation of security or safety rules or procedures; 
o) Negligence or any careless action which endangers the life or safety of another person; 
p) Possession of firearms, weapons, or explosives on the property of the college (See Policy 8.4 

Weapons Possession); 
q) Engaging in criminal conduct or acts of violence, or making threats of violence toward anyone 

on the college's premises or when representing the college; 
r) Provoking a fight on college property; 
s) Threatening, intimidating or coercing fellow employees on or off the college premises at any 

time, for any reason; 
t) Excessive absenteeism or tardiness; 
u) Unauthorized disclosure of confidential information; including violations under the Family 

Educational Rights and Privacy Act (FERPA); 
v) Malicious gossip and/or spreading rumors; engaging in behavior designed to create discord 

and lack of harmony; interfering with another employee on the job; 
w) Refusal to terminate activities, which constitute a conflict of interest; 
x) Poor work performance; 
y) Theft of college property or property of another employee; 
z) Falsification of timecards. 
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