
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

STAFF CONDUCT AND DISCIPLINE 
 

This policy applies to all employees/faculty of the college other than those employed by 
the College on a full-time basis as Non-Provisional Faculty.  For the purposes of this policy, the 
term “Faculty” is as established under applicable Kansas law and generally means full-time 
employees who hold appointments in the Academic Affairs Division of the College and who 
teach or instruct as their principal duty. 
 
 
EXAMPLES OF CONDUCT STANDARDS 
 

When an employee struggles to achieve the full measure of expected conduct, the 
provisions of this policy statement are used to help the employee make needed corrections, if 
possible, and when necessary, to end the employment relationship.   
 

Conduct relating to discrimination, harassment, or sexual assault will be addressed 
under  WSU Tech policy #2-01 (Non-Discrimination, Non-Harassment, & Sexual Assault). 

 
The list below provides examples of types of conduct that do not meet expectations and 

for which corrective action or termination of employment procedures may be applied. The list 
cannot reflect every potential type of conduct issue that may arise.  Nothing in this policy alters 
the at-will relationship between employees and the College, or the right of the College to assign 
and supervise employees as determined by the College. 
 
Some examples of conduct that does not meet expectations include: 

 Theft or inappropriate removal or possession of property.  

 

 Not following the applicable provisions of a College policy or procedure. 

 Not following an applicable civil law or applicable government regulation. 
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 Conviction, pleading guilty, or pleading no contest to a criminal violation of law, other 

than minor traffic violations, when the violation pertains to suitability for employment or 

for continued employment in the position held by the employee. 

 A pattern of inadequate attendance, inadequate timely arrival at work, or abuse of 

breaks. 

 Failure to maintain a positive work atmosphere by acting and communicating in a 

manner so that you get along with customers, students, clients, co-workers and 

management.   

 Acting or communicating in a manner that unreasonably interferes with the work of 

others, the progress of students, or the positive relationship the College has or seeks 

within the community. 

 Not being truthful and ethical regarding all official matters. 

 Working overtime in a non-exempt position without explicit authorization to do so from 

your supervisor or from a higher ranking supervisor in your chain of command. 

 Inaccurately recording time worked in a non-exempt position, failing to submit a record of 

time worked when expected. 

 Engaging in conduct that is in violation of moral turpitude standards. 

 Possessing, selling, distributing, or consuming illegal drugs, whether at work or 

elsewhere.  Reporting to work under the influence of illegal drugs. 

 Possessing, selling, distributing, or consuming alcohol while working, or reporting to 

work under the influence of alcohol. 

 Performing duties and responsibilities in a manner that is negligent, inattentive, or 

unsatisfactory.    

 Sleeping on the job. 

 Disrespectful, abusive , vulgar, or rude language toward co-workers, supervisors, clients, 

and students/customers (lack of respect for people or for roles, angry outbursts, where 

you raise your voice, making intimidating comments and/or swearing at your co-

workers),  engaging in malicious gossip.  

 Without prior approval or genuine exigency, not working hours, shifts, or overtime 

assigned by your supervisor or by any manager in your chain of the command. 

 On College property or at College events, fighting, gambling, acting in an intimidating or 

threatening manner. 

 Using the telephone or other College equipment for personal reasons, (occasional use of 

the telephone for personal reasons is permitted) without approval of the Dean/Director. 



 Other than minor clutter, not maintaining a clean, professional work area. 

 Failure to maintain a valid driver’s license, current/valid auto insurance, and a good 

driving record, if driving is required for your position. 

 

 Not following all safety rules and practices.   

 

 Not fully cooperating in any College investigation or fact-finding activity. 

 Using physical force on a another person unless confronted by force, threat, or fear 

thereof.   Other than by security or trained law enforcement officials, no Faculty or Staff 

member may use physical force on another person.  An employee may use force (in 

compliance with Kansas State Law KSA 21-3211) to defend themselves or an immediate 

third person from death or bodily harm.  Employees are encouraged to contact WSU 

Tech Security or local law enforcement whenever feasible or practical to address 

concerns.   

 

 

SIX CATEGORIES OF CORRECTIVE  AND DISCIPLINARY ACTIONS 
 

This policy statement provides procedures for six categories of corrective actions.  

1. TRAINING, ADVICE, AND COACHING 
 The immediate or higher-level supervisor of an employee is expected to provide 
training, advice, and/or coaching to employees who appear to lack information or lack 
understanding regarding conduct and/or performance expectations.  Such training, 
advice, and coaching are not disciplinary actions as contemplated in this policy 
statement.  As determined by the immediate or higher-level supervisor, the training, 
advice, and coaching may be oral only, with no written notice, or oral with written notice 
to the employee.   

 
A copy of the written notice of training, advice or coaching will be given to the 

employee and a copy will be retained in a supervisory file, but not in the employee’s 
official HR personnel file.  The written notice will normally be retained in the supervisory 
file until the matter is successfully resolved to the supervisor’s satisfaction, but generally 
not longer than 6 months.   
 

If a subsequent violation of the same or similar type occurs while a written notice 
is in the supervisory file, the written notice may be retained and extended in the file, with 
annotation of the reason for extension, for additional periods of six months each until no 
further violations occur for six months. 
 

When the written notice is removed from the supervisory file, the employee will 
be informed that it has been removed. 

 
2. WRITTEN COUNSELING 

 



 A Written Counseling is the lowest official level of disciplinary action for a conduct 
or performance issue under this policy statement.  The Written Counseling will be in a 
format approved by the Executive Director of Human Resources.   
 

A Written Counseling is issued only after an inquiry regarding the facts has been 
completed, and Human Resources has been consulted. The inquiry will normally be 
conducted by the employee’s immediate or higher level supervisor.  The employee will be 
given an opportunity to provide a written statement regarding the evident violation.  Such 
a statement, if any, will be attached to any Written Counseling that results from the inquiry.   
 

Any Written Counseling will be issued by the employee’s immediate supervisor or 
by any member of management in the employee’s chain of command.  A signed original 
of the Written Counseling will be provided to the employee and a copy will be filed in the 
employee’s official HR personnel file.  The Written Counseling will outline the nature of the 
violation, the corrective actions required, and a notice of potential next steps should further 
violations occur. 
 

It is possible for more than one Written Counseling to be active at the same time. 
 
 

3. FINAL WRITTEN WARNING 
 
A Final Written Warning is generally used for more serious violations or for multiple 

less serious violations.  The Final Written Warning will be in a format approved by the 
Executive Director of Human Resources.   
 

A Final Written Warning is issued only after an inquiry regarding the facts has been 
completed and Human Resources has been consulted. The inquiry will normally be 
conducted by the employee’s immediate or higher level supervisor.  The employee will be 
given an opportunity to provide a written statement regarding the evident violation.  Such 
a statement, if any, will be attached to any Final Written Warning that results from the 
inquiry.   
 

The Final Written Warning will be in writing and will typically be issued by the 
employee’s Vice President or Executive Director.  A signed original of the Final Written 
Warning will be provided to the employee and a copy will be filed in the employees official 
HR personnel file.  The Final Written Warning will outline the nature of the violation(s), the 
corrective actions required, and a notice of potential next steps should further violations 
occur. 
 

4. DISCIPLINARY SUSPENSION 
 

A Disciplinary Suspension is generally used for more serious violations or for 
multiple less serious violations.  The Disciplinary Suspension will be in a format approved 
by the Executive Director of Human Resources.  A Disciplinary Suspension may involve 
a period of time off without pay. 
 

A Disciplinary Suspension is issued only after an inquiry regarding the facts has 
been completed and Human Resources has been consulted. The inquiry will normally be 
conducted by the employee’s immediate or higher level supervisor.  The employee will be 
given an opportunity to provide a written statement regarding the evident violation.  Such 



a statement, if any, will be attached to any Disciplinary Suspension document that results 
from the inquiry.   
 

A Disciplinary Suspension will be documented in writing and will typically be issued 
by the employee’s Vice President or Executive Director.  A signed original of the 
Disciplinary Suspension will be provided to the employee and a copy will be filed in the 
employee’s official HR personnel file.  The Disciplinary Suspension will outline the nature 
of the violation(s), the corrective actions required, and a notice of potential next steps 
should further violations occur. 
 

5. DISCIPLINARY DEMOTION (rate of pay, change in position, change in work status, 
e.g., FT to PT) 
 

A Disciplinary Demotion is generally used for more serious violations or for multiple 
less serious violations.  The Disciplinary Demotion will be in a format approved by the 
Executive Director of Human Resources.  A Disciplinary Demotion involves a change to a 
lower pay rate, change to an alternate position, and/or a change to fewer hours of 
scheduled work, such as from Full-Time to Part-Time, due to conduct or performance 
reasons.  A change in pay, benefits, work status, classification, hours of work, etc. is not 
a Disciplinary Demotion if the cause of the action is not because of conduct or 
performance. 
 

A Disciplinary Demotion is issued only after an inquiry regarding the facts has been 
completed and Human Resources has been consulted. The inquiry will normally be 
conducted by the employee’s immediate or higher level supervisor.  The employee will be 
given an opportunity to provide a written statement regarding the evident violation. Such 
a statement, if any, will be attached to any Disciplinary Demotion that results from the 
inquiry.   
 

A Disciplinary Demotion will be in writing and will typically be issued by the 
employee’s Vice President or Executive Director.  A signed original of the Disciplinary 
Demotion will be provided to the employee and a copy will be filed in the employee’s official 
HR personnel file.  The Disciplinary Demotion will outline the nature of the violation(s), the 
corrective actions required, and a notice of potential next steps should further violations 
occur. 

 
6. DISCIPLINARY TERMINATION 

 
A Disciplinary Termination is generally used for more serious violations or for 

multiple less serious violations.  The Disciplinary Termination will be in a format approved 
by the Executive Director of Human Resources.  A Disciplinary Termination ends the 
employee’s employment status with the College due to conduct and/or performance 
reasons. 
 

A Disciplinary Termination is issued only after an inquiry regarding the facts has 
been completed and Human Resources has been consulted. The inquiry will normally be 
conducted by a designee of the College President.  The employee will be given an 
opportunity to provide a written statement regarding the evident violation. Such a 
statement, if any, will be attached to any Disciplinary Termination that results from the 
inquiry. 
 



A Disciplinary Termination will be in writing and will be issued by the College 
President, or by the Executive Director of Human Resources when specifically authorized 
by the President in a specific instance.  A signed original of the Disciplinary Termination 
will be provided to the employee and a copy will be filed in the employee’s official HR 
personnel file as a permanent document.  The Disciplinary Termination will outline the 
nature of the violation(s). 

 
Employees who receive a notice of Disciplinary Termination may appeal the action  

by appealing in writing to the College President within 10 business days of the termination.  
The written appeal must indicate why the termination should be reconsidered and include 
extenuating circumstances (if any), or other evidence that may not have been available or 
presented at the time of the termination.  The appeal decision of the President will be final.   

 
PERFORMANCE IMPROVEMENT PLAN 

  
A Performance Improvement Plan is not a disciplinary action; however, a Performance 

Improvement Plan may accompany a disciplinary action.   
 

 
GUIDANCE ON DISCIPLINARY OR CORRECTIVE ACTIONS 

 
Corrective and disciplinary actions are meant to be corrective rather than punitive.   
 
Information regarding the Employee Assistance Program (EAP) may be provided to an 

employee in conjunction with a corrective or disciplinary action, when applicable.  Employees may 
be required to consult the EAP and participate in recommended services as a condition of 
continued employment.  
 

In any individual situation, the circumstances may justify a higher level or lower level of 
corrective or disciplinary action.  Nothing in this policy will be construed to prevent a greater or 
lesser corrective or disciplinary action being used.  
 

All employees are employed at the will of the College for an indefinite period.  Employees 
who are employed at the will of the College are subject to termination at any time, for any reason 
or for no reason, with or without cause or notice. 

 
Any employee whose conduct or performance violates or conflicts with College policies or 

expectations may be terminated immediately and without warning.  
 
Employees who work for more than one department or in more than one job are covered 

by this policy to the same extent as other employees.  
 
Employees who receive a Written Counseling, Final Written Warning, Disciplinary 

Suspension, or Disciplinary Demotion, may appeal the corrective or disciplinary action using the 
“Resolving Misunderstandings and Conflict” policy. 

 
 
Administrative Leave 

 
An Administrative Leave is a period of time away from the College without assigned duties 

and either with or without pay.  An Administrative Leave is not a corrective or disciplinary action, 



and is typically used when time is needed to make an inquiry into a possible conduct or 
performance concern.  

 
In situations where a concern is not substantiated during the inquiry related to an 

Administrative Leave, the employee will be returned to duty with restoration of lost pay and 
benefits. 

 
An Administrative Leave will be in writing and will typically be issued by the employee’s 

Vice President or Executive Director.  A signed original of the Administrative Leave document will 
be provided to the employee and a suspense copy will be maintained by Human Resources in a 
separate file for such purpose until the matter giving rise to the Administrative Leave is concluded.   

 
If a disciplinary action results from the inquiry associated with an Administrative Leave, 

the suspense copy of the Administrative Leave will become a part of the applicable disciplinary 
file. 

 
The length of an Administrative Leave is normally not more than 30 calendar days.  In the 

event a period of Administrative Leave longer than 30 calendar days is needed to complete the 
inquiry,  the President may extend the leave for as long as necessary to complete the inquiry and 
determine the employment status of the individual.   


