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Employee Discipline

This section is to help you understand what is expected of you with regard to proper behavior,
performance, and personal conduct. The purpose of this policy is to state Antioch College's
position on administering equitable and consistent discipline for unsatisfactory conduct in the
workplace. By complying with these standards you will help to maintain a positive, safe work
environment for you and your colleagues.

To address those times when you have not lived up to positive standards, the College may provide
you with counseling, institute progressive discipline, or terminate your employment if your
conduct warrants it. The College has the discretion to decide whether counseling, progressive
discipline or immediate termination is appropriate. The best disciplinary measure is the one that
does not have to be enforced and comes from good leadership and fair supervision at all
employment levels.

Antioch College's best interest lies in ensuring fair treatment of al employees and in making
certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any
disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for
satisfactory service in the future.

Although employment with Antioch College is based on mutual consent and both the employee
and Antioch College have the right to terminate employment at will, with or without cause or
advance notice, Antioch College may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps -- verbal warning, written warning, suspension
with or without pay, or termination of employment -- depending on the severity of the problem
and the number of occurrences.

Progressive disciplinewill be used when your Supervisor at Antioch Collegefeelsit isappropriate.
The system of progressive discipline gives you notice of deficiencies in performance and an
opportunity to improve. When misconduct occurs, progressive disciplinary action may include but
isnot limited to the following: counseling and/or verbal warning, written warning, suspension with
or without pay, and/or termination.

Depending on the nature and severity of the misconduct as well as whether it has previously
occurred, your Supervisor and/or the Office of Human Resources may investigate your actions.
An investigation is designed to obtain all pertinent facts and may include interviewing you and
other witnesses, reviewing documents, etc. Y our friends, relatives, attorneys or other third parties
are not allowed to participate in interna investigations. Failure to cooperate with an interna
investigation is grounds for disciplinary action up to and including discharge.



When the investigation is complete, your Supervisor and/or The Office of Human Resources will
review the facts and the policies. At that point, your Supervisor and/or the Office of Human
Resources will determine whether you should be disciplined up to and including termination.

Antioch College recognizes that there are certain types of employee problems that are serious
enough to justify either asuspension, or, in extreme situations, termination of employment, without
going through the usual progressive discipline steps.

By using employee discipline, we hope that most employee problems can be corrected at an early
stage, benefiting both the employee and Antioch College.



