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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

DISMISSAL/SUSPENSION/APPEALS PROCEDURE SUPPORT PERSONNEL

I.
POLICY

1.00
GENERAL STATEMENT

1.01
Support Personnel are expected to adhere to the “Conditions of Employment” as presented in Section IV-E-1.2 of this manual.  Failure to follow these directives shall be reason for suspension or dismissal.

2.00
SPECIFIC STATEMENTS

2.01 An employee’s suspension or dismissal may also result from other unacceptable

conditions.  Reasons for these actions include, but are not limited to, the following conditions:

a. Failure to fulfill the responsibilities and obligations as stated in the Job

Performance Requirements section of this document.

b. Permanent or chronic physical or mental illness or impairment that 

substantially inhibits one’s ability to perform assigned duties.

c. Actions or activities adversely affecting the institution’s relationship with 

outside agencies, offices, organizations, institutions, constituency, or the general public.

d. Failure to follow institutional policies and procedures, unwillingness to accept

supervision, or failure to follow administrative directives; either written or oral, when such administrators are acting within their province or authority.

e. Personal misconduct, unethical or unprofessional conduct, or conduct that

materially and adversely affects one’s value or usefulness to the college.

f. Bona fide lack of need for one’s services.

g. The unavailability of sufficient funds to support the current level of services.

2.02 Specific examples of conditions that may result in these actions include, but are not limited to, the following items:
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a. Failure to notify the immediate supervisor of absences;

b. Leaving the job without notification to supervisor;

c. Failure to present an acceptable quality and quantity of work;

d. Refusal to follow orders;

e. Failure to follow safety rules;

f. Abuse of equipment and materials;

g. Intoxication from use of drugs or alcohol;

h. Unethical or immoral conduct unacceptable in the community;

i. Dishonesty; and

j. Failure to cooperate with supervisor and co-workers to the extent that job

performance is impaired.

2.03 Failure by an employee to adhere to these conditions of employment may result in the following action(s):

a. Suspension with pay pending a review of problems affecting conditions of 

      employment; or

b. Suspension without pay pending a review of problems affecting conditions of 

      employment; or

c. Termination of employment.

II.
PROCEDURES

3.00      PROCEDURES FOR APPEALING DISMISSAL/SUSPENSION

3.01 An employee who feels unfairly treated should discuss the matter with their

immediate supervisor in an attempt to solve the problem.  If a satisfactory

adjustment is not made, the employee may then direct the matter to the personnel

officer of Allen County Community College.  The personnel officer shall direct

the problem to an appeals committee consisting of the Allen County Community College President, personnel officer, and the affirmative action officer.  This committee may:
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a. Reverse the ruling of the employee’s immediate supervisor.

b. Uphold the ruling of the employee’s immediate supervisor; or

c. Provide an alterative solution to the problem.

3.02 If the employee still feels that the solution is not satisfactory a written appeal may

be submitted to the President of Allen County Community College for

presentation to the college Board of Trustees.  This written appeal must be submitted within 10 days following the decision of the appeals committee.  The trustees shall, at their next regularly scheduled meeting, review any evidence deemed necessary to give a fair and impartial hearing on the issue.  The Board may review the complaint in executive session, but the decision of the Board shall be made in a public meeting and their decision is final and binding on all parties.
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