KELLER ISD Key Strategic Priority: 4
ADMINISTRATIVE REGULATION Workforce
Discipline - Employee Disciplinary Actions DH(R3) DH(R3) DH(R3

EMPLOYEE RESPONSIBILITY

All District employees shall perform their duties in accordance with state and federal law, District policy,
and ethical standards [See DH (EXHIBIT)]. It is the duty and the responsibility of every Keller ISD employee
to be aware of and abide by existing rules and regulations, to carry out his/her duties to the best of his/her
ability and to perform according to the standards set forth in his/her job description or as otherwise
established.

All District employees shall recognize and respect the rights of students, parents, other employees, and
members of the community and shall work cooperatively with others to serve the best interests of the
District [DH (Local)].

Employees shall comply with the standards of conduct set out [DH (Local)] and with any other policies,
regulations, and guidelines that impose duties, requirements, or standards attendant to their status as
District employees. Violation of any policies, regulations, or guidelines may result in disciplinary action,
including termination of employment [See DCD and DF series].

RESPONSIBILITIES OF SUPERVISORS, MANAGERS AND DIRECTORS

The immediate supervisor, manager or director must approach corrective measures in an objective manner.
If the employee's performance of assigned task is the issue, the supervisor, manager or director should
generally look to see that proper instructions, appropriate orientation and training have been given and that
the employee is aware of the job expectations. Not only single incidents, but also patterns of poor
performance should be of concern as these are indicative of overall performance. If misconduct is the issue,
the supervisor, manager or director should take steps to make sure that the employee has been made aware
of the District’s policies and regulations regarding the infraction. If in either case appropriate instruction or
information was not communicated, a plan for such communication should be immediately developed and
reviewed with the employee.

The Superintendent has sole authority to make decisions and/or recommendations to the Board regarding
the employment and/or termination of District personnel. [See DCA, DCB, DCC, DCD and DCE]

CONDUCT WARRANTING DISCIPLINARY ACTION

Disciplinary action may be taken based upon any of the items listed below. This list is not intended to be
all-inclusive; it is however representative of the kinds of conduct and incidents which warrant disciplinary
action.

Failure to perform assigned work.

Failure to perform work in a satisfactory manner.

Failure to observe safety procedures and rules.

Carelessness or negligence in performing work.

Failure to call in to notify supervisor of tardiness or absence.

Failure to maintain or operate equipment, tools, technology or vehicle in appropriate manner.
Misuse or misappropriation of District monies and/or property.

Falsifying, misrepresenting or omitting information for the benefit of self or others.
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e Engaging in behavior which is inappropriate or disruptive in the workplace.

e Discourteous treatment of others.

e Insubordination

e Possession of unauthorized firearms, weapons, illegal drugs, alcohol or any other inappropriate item

in the workplace (i.e., jobsite, vehicle or any location while engaged in District business).

Reporting to work or working under the influence of drugs or alcohol and consuming such items

during work hours.

Giving or accepting gifts, money or favors in exchange for some benefit to self or others.

Failure to maintain confidentiality.

Violation of written District work rules, procedures or policies.

Theft.

Horseplay in the workplace.

Sexual, racial, ethnic, and religious harassment in the workplace and/or while conducting District

business.

Engaging in behavior while off duty which reflects adversely upon the District.

e Absence without approval employees who exhaust all appropriate leave and FMLA benefits and are
unable to return to full duty status work may be terminated. In those instances where an employee
fails to report to work, a recommendation for termination may be appropriate.

Off the Job Conduct -- In order to maintain the trust of the community, it is of utmost importance that KISD
employees not engage in conduct which could be detrimental to that trust, including public intoxication,
criminal activity, illegal drug activity, offenses of moral turpitude, slandering or defaming district
administrators, appointees or staff and any other conduct which could damage/harm the public's perception
and/or trust of the District and any of its administrators, appointees or staff.

DISCIPLINARY ALTERNATIVES

There are various types of disciplinary action a supervisor may take in order to help an employee take
responsibility for their inappropriate behavior or poor job performance. The disciplinary options available to
supervisors are presented below, in order of severity (counseling to probationary period). Supervisors must
decide the appropriate disciplinary action for the circumstances. Factors to consider in making this decision
include: 1) severity of problem or degree of negligence; 2) number of previous disciplinary actions; 3)
frequency of previous problems (time lapse between disciplinary actions); and 4) employee’s work record.

NOTE: If an employee is undergoing a disciplinary action and he/she has an occupational injury, the injury
does not stop the disciplinary process. Whenever possible, the process should proceed via correspondence
utilizing certified mail. Depending upon employee restrictions, meetings, telephone conversations, and/or
certified mail may be utilized to complete a disciplinary action. In some instances, the action may be
delayed or deferred until the employee is released to return to work.

Counseling(s) Supervisors should meet privately with employees to discuss performance or behavioral
problems when they first arise.
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Verbal Warning(s) A verbal warning is given when a supervisor verbally counsels an employee about an issue
of concern and is the first level of discipline. This type of verbal warning will not require the supervisor to
place any written disciplinary action into an employee’s personnel file in Human Resources or departmental
file. However, the supervisor should maintain notes of the meeting held with the employee.

Written Verbal Warning(s) A written verbal warning is given when a supervisor verbally counsels an employee
about an issue of concern.. A written record of the discussion, noting the date, event and recommended
action, may be documented on a Counseling Form or in a memo. The employee will be given a copy and
the department will retain a copy for future reference. Copies of verbal warnings will not be sent to the
Human Resources Department at the time of issuance.

The supervisor should meet the employee and discuss the following items:

1. What is expected of the employee and why.

2. How the employee has not met the personal conduct or performance requirements of the job and
how his/her personal conduct or performance has been unsatisfactory.

3. The employee’s reasons for his/her personal conduct and/or poor performance.

4. Specific actions the employee needs to take to improve conduct or performance to a satisfactory
level.

5. The consequences to expect if the behavior or poor performance continues.

Upon completion of the meeting with the employee, the supervisor should sign the warning, obtain the
signatures of the employee and the Department Director or designee and distribute copies to the employee
and the departmental file.

Written Warning(s) A written warning is used for behavior or violations which a supervisor considers serious
or where a verbal warning has not helped to change unacceptable behavior. An employee should recognize
the grave nature of the written warning. The supervisor will prepare a written summary of the problem as
outlined below (Note: A Counseling Form or a memo may be used for a written warning). The supervisor will
present the written warning to the employee and discuss its contents, which should include the following:

Dates and points covered in previous warning(s).

A description of specific problem(s).

The employee’s reasons for his/her personal conduct and/or poor performance.

Specific actions the employee needs to take to improve personal conduct or performance to a
satisfactory level.

5. A warning that continuation of the problem(s) may result in more severe disciplinary action up to
and including termination.

A WN =

Upon completion of the meeting with the employee, the supervisor should sign the warning, obtain the
signature of the employee and distribute copies to the employee, the departmental file and the employee’s
Human Resources Department file.
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In the event that an employee refuses to sign a written warning, the supervisor should have another
supervisor witness the fact that the employee was issued a written warning and refused to sign the warning
by signing the written warning.

Whenever an employee has been involved in a disciplinary situation that has not been readily resolved or
when he/she has demonstrated an inability to perform assigned work responsibilities efficiently, the
supervisor, in consultation with the Human Resources Department, may place the employee on a
performance improvement plan. This plan will be for a predetermined amount of time not to exceed 90
days. Within this time period, the employee must demonstrate a willingness and ability to meet and
maintain the conduct and/or work requirements as specified by the supervisor and the organization. At the
end of the performance improvement period, the employee will either be removed from the performance
improvement plan or, if established goals are not met, dismissal may occur.

Only the Superintendent has the authority to suspend or terminate an employee. Before terminating or
suspending an employee for disciplinary reasons, supervisors must contact the Human Resources
Department and discuss their intentions prior to meeting with the employee.

SUSPENSION WITHOUT PAY
Suspension of a contract employee will be in accordance with DF Series policies.
At-will employees may be suspended without pay, with the approval of the Superintendent or his designee.

Suspensions without pay should be documented in the same manner as written warnings. The Human
Resources Department must be contacted prior to an employee’s suspension. If the suspension occurs when
the Human Resources Department is closed, HR must be contacted no later than the next working day.

SUSPENSION WITH PAY

A contract employee may be suspended with pay or placed on administrative leave by the Superintendent
during an investigation of alleged misconduct by the employee or at any time the Superintendent
determines that the District's best interest will be served by the suspension or administrative leave [DF
Series].

At-will employees may be suspended with pay, with the approval of the Superintendent or his designee.

NOTE: Special Circumstance Pertaining to Exempt Employees under the FLSA:

Employees who are exempt under the Fair Labor Standards Act can be disciplined by being suspended
without pay for full day increments according to their work schedule (8, 10, etc hours). Suspensions
without pay for a full workday(s) will not jeopardize an exempt employee’s status. Suspensions without pay
for less than a full work day are prohibited.

The only exception to the suspension prohibition is disciplining an exempt employee for committing a major
safety violation. In such instances, a suspension without pay for less than a full work day is permitted.

TRANSFER

There are occasions when an employee who is experiencing difficulties on the job could benefit by being
reassigned to another school or under another supervisor. When it is apparent that both the District and the
employee will benefit and where the Human Resources Assistant Superintendent approves, efforts will be
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made to assist the employee in obtaining a transfer. The consideration of a transfer should be a sincere
desire to transfer without prejudice and malice toward the employee. It should not be used to provide a
method of "compromise” or a method by which the "problem" is passed on to another supervisor.

DISMISSAL

A teacher and/or employees employed under a contract may be discharged at any time for good cause as
determined by the Board. "Good cause” is the failure to meet the accepted standards of conduct for the
profession as generally recognized [DF Series].

At-will employees may be dismissed at any time for any reason not prohibited by law or for no reason, as
determined by the needs of the District. At-will employees who are dismissed shall receive pay through the
end of the last day worked. A dismissed employee may grieve termination in accordance with DGBA

(LOCAL) [DCD (Local)]. (Refer to Termination Checklist)

The Superintendent has sole authority to make decisions and/or recommendations to the Board regarding
the employment and/or termination of District personnel. [See DCA, DCB, DCC, DCD and DCE]

EMPLOYEE ASSISTANCE PROGRAM (EAP)

In addition to the disciplinary actions presented above, a supervisor should refer employees to the EAP
when appropriate. EAP referral is appropriate when problems, difficulties, and/or stresses on or away from
the job can adversely impact an employee’s ability to perform their assigned duties or conduct themselves
properly on the job.

The Employee Assistance Program is not limited to alcohol and drug abuse problems. Personal counseling in
order to deal with personal crises such as, financial problems, marital problems, parental problems, and any
other life stressors can be effectively addressed through the Employee Assistance Program.

If a supervisor observes a significant adverse change in an employee’s behavior and there are no apparent
signs of alcohol or drug abuse, the supervisor may contact Human Resources to discuss requiring that the
employee utilize the Employee Assistance Program. If HR agrees that the employee be required to contact
EAP, the supervisor will not be provided information regarding the employee’s EAP services bhuit rather will
be notified if the employee complied with the required referral.

Note: Keller ISD will administer appropriate disciplinary action for all forms of disruptive and/or
inappropriate behavior. Each situation will be dealt with on an individual basis. Keller ISD has established
general guidelines to govern the conduct of its employees; however no list of rules can include all instances
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of conduct that can result in discipline. The examples above do not replace sound judgment or common
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Verbal Warning
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e  Supervisor makes and keeps notes to
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& Supervisortells next level supervisor
e  Supervisor counselsindividual

« Filesformin department file

Written Warning /PIP

e  Supervisortells next level supervisor and
HR

« HR assists in preparing PIP document

+  Supervisor counselsindividual

+  Supervisor sendsformto HR for
personnel file

Suspension With or Without Pay /Transfer

e  Supervisortells next level sup, HR and
cabinetlevel supervisor

+  Supervisor and cabinet level supervisor
make written request to HR

& HR preparesinformation for review

e  Superintendent or designee makes
determination

Request for Termination

- Supervisor tells next level sup, HR, and
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make written request to HR with
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e HR preparesinformation for review

Superintendent makes determination

e  Supervisor follows Termination Checklist
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