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	517.  CONDUCT/DISCIPLINARY PROCEDURES



	1.
Purpose


	All classified employees are expected to conduct themselves in a manner consistent with appropriate and orderly behavior. Effective operation of district programs requires the cooperation of all employees working together under a system of policies and rules applied fairly and consistently. The orderly conduct of the district's functions requires compliance with these policies and rules, and consistent penalties and disciplinary procedures for violations.



	2.
Authority


	The Board directs that procedures be established whereby classified employees are informed of the disciplinary actions that are considered appropriate and may be applied for violation of district policies, rules and procedures.



	3.
Guidelines


	All classified employees shall comply with district policies, rules and regulations; attempt to maintain order; perform assigned job functions; and carry out directives issued by supervisors.



	
2 Pa. C.S.A.


Sec. 551 et seq
	In the event it is necessary to demote or dismiss, a hearing shall be provided as required by statute.



	
	Group I


	
	Committing any of the following violations will be sufficient reason for disciplinary action in the form of notice of an official reprimand for the first offense; suspension of one (1) day for the second offense; discharge for the third offense:


	
	1. Remaining in or re-entering the school buildings after working hours without permission from the supervisor.


	
	2. Tardiness in excess of one (1) time for any four (4) week period.


	
	3. Card playing during working hours or gambling on school property.


	
	4. Engaging in horseplay or playing practical jokes while on school property.


	
	5. Wasting time, inefficiency, loafing or loitering on school district time.



	
	6. Violation of, or disregard for, safety rules and common safety practices, and failure to use safety devices.



	
	7. Making false, vicious or malicious statements concerning any employee, the school district or its services, whether this occurs on or off school district property.



	
	8. Making or receiving personal telephone calls during working hours unless authorized by an employee's supervisor. Messages will be accepted in the office for delivery to the employees.



	
	9. Doing personal work or business during working hours.



	
	10. Interfering in any way with other employees on the job.


	
	11. Violating health and sanitation rules.



	
	12. Disregard of common good housekeeping practices.



	
	13. Negligence or inferior work resulting in excessive scrap, breakage of tools or wasting of materials or supplies.



	
	14. Campaigning, soliciting, selling tickets or any other articles, or engaging in similar activity on school premises without the approval of management.



	
	15. Failure to observe the proper starting and quitting time. Rules concerning working time are as follows:



	
	a. All employees will proceed to their jobs to be ready to start work at the starting time.


	
	b. No employee will leave his/her work area prior to lunch or quitting time.



	
	c. Employees must be back at their stations ready to work at starting times and after lunch.



	
	16. Watching TV during work hours.


	
	17. Watching athletic or school activities during working hours.



	
	Group II



	
	Committing any of the following violations will be sufficient reason for disciplinary action in the form of suspension of one (1) day for the first offense; discharge for the second offense:



	
	1. Threatening another person on school premises at any time.



	
	2. Refusing to perform or carry out reasonable instructions from your supervisor.



	
	3. Sleeping during working hours.



	
	4. Tampering with the time sheet of another employee.



	
	5. Disorderly conduct including profanity or abusive language.



	
	6. Failure to report injuries to your immediate supervisor.


	
	7. Leaving assigned work area or building during working shift without permission of your immediate supervisor.



	
	8. Absence from work without notifying your supervisor.



	
	9. Falsification of sick leave.



	
	Group III


	
	Committing any of the following violations will be sufficient reason for disciplinary action in the form of discharge for the first offense:



	
	1. Possession of being obviously under the influence of alcohol or narcotics, or consuming alcohol or narcotics during working hours, including consuming alcohol or narcotics off the premises and returning to work.



	
	2. Willfully damaging machinery, property, equipment or materials.



	
	3. Taking any school district tools, supplies, materials or scraps from school property without written permission from the management.



	
	4. Possession of weapons, loaded or unloaded, on school premises at any time.



	
	5. Deliberately restricting production.



	
	6. Signing another person's time sheet.



	
	7. Falsification of any records, including time sheets.



	
	8. Illegal, immoral or indecent conduct.



	
	9. Gross insubordination.



	
	10. Fighting or attempting bodily injury to another person on school property.



	
	11. Falsifying application for employment regardless of employee's length of service whenever the employer discovers the falsification.


	
	12. Participating in a Wildcat Strike or other unauthorized work stoppage or slowdown.



	
	13. Abandonment of job.



	
	14. Failure to report absences to your immediate supervisor within three (3) days.



	
	15. Unauthorized use of school district equipment.



	
	Step 1



	
	Arrange and hold a conference in private with the employee. The employee may have a union representative present.



	
	Take notes of the conference, record the time and date, and give the employee a dated copy of the written record of the conference, including suggested improvements.



	
	Mention some good points about the employee (e.g., promptness, attendance, willingness to work, and good attitude).


	
	Discuss the problem at hand (e.g., poor attitude, failure to follow instructions).



	
	Review the duties and assignments of the employee.


	
	Give the employee an opportunity to improve in a stated length of time.



	
	Step 2



	
	If the problem is not resolved or if improvement is not noted in the stated length of time, a second conference should be held with the employee in the presence of the next immediate supervisor.



	
	1. "Notice of Official Reprimand – Support Personnel" should be given to the employee, making sure that the employee signs the form and understands that it is an official reprimand.



	
	2. Copies of the official reprimand should be forwarded to the supervisor, Union President, and Superintendent.



	
	Step 3



	
	If the problem is not resolved or if improvement is not noted in the stated length of time, a third conference should be held with the employee in the presence of the next immediate supervisor.


	
	1. A second "Notice of Official Reprimand – Support Personnel" should be given to the employee, making sure that the employee signs the form and understands that it is a second official reprimand.



	
	2. Copies of the second official reprimand should be forwarded to the supervisor, Union President, and Superintendent.



	
	Step 4



	
	If the problem is not resolved or if improvement is not noted in the stated length of time, a final meeting should be arranged with the employee for disciplinary action. This should be done with the Superintendent or his/her designated representative.



	
	1. Recommendation for suspension or discharge shall be made to the Superintendent or his/her designated representative.



	
	2. All suspension of support personnel shall be made with the consent of the Superintendent or his/her designated representative.
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	3. The Board of School Directors of the Wellsboro Area School District may discharge support personnel on the recommendation of the Superintendent or his/her designated representative.


	4.
Delegation of 
Responsibility


	The Superintendent or designee shall prepare and promulgate disciplinary rules for violations of district policies, rules and procedures. 
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