SOUTHEAST ARKANSAS COLLEGE POLICY

2.02

Disciplinary Action

Employees should always conduct themselves in the workplace to promote the orderly and
efficient operation of the College.
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Violations will be regarded as cause for disciplinary action, up to and including
discharge.

Disciplinary action may be taken in the form of verbal, written warning, suspension, and
dismissal.

Depending on the degree of the offense, the first action may be dismissal.

Movement through each action in order is not required because the severity of the offense
will determine what action is appropriate.

Verbal Warnings are spoken corrections between a supervisor and an employee; however,
the discussion is to be documented and placed in the supervisor’s file on the employee in

the case of repeated violations.

Written Warnings are documented and signed by both the supervisor and employee and
then forwarded to the Human Resources office.

If there was a documented verbal warning prior to the written warning, both are to be
delivered to the Human Resources office and placed in the employee’s personnel file.

Suspension is when an employee is sent home without pay for a specified time frame by
the supervisor due to an offense or infraction of SEARK policy and procedures.

Prior to issuing a suspension, the supervisor must meet with the Human Resources office
and the department head.

An employee shall not be able to use any accrued leave in place of leave without pay
during the suspension.

Documentation of the suspension shall be placed in the employee’s personnel file.



11.0 Dismissal is the termination of an employee due to an offense or infraction.

12.0  Prior to issuing a suspension, the supervisor must meet with the Human Resources office,
the department head and the Vice President.

13.0 Documentation of the termination shall be placed in the employee’s personnel file.

Approved:



