DRAFT 7/10/2026
PERSONNEL 03.27 AP.1

- CLASSIFIED PERSONNEL -

Personnel Action Procedures

The Superintendent shall provide written notification of personnel actions to an employee,
including but not limited to, public reprimand, suspension without pay, and termination.

WARNING NOTICES

It is not necessary for warning notices to be given to an employee before s/he may be publicly
reprimanded, suspended without pay, or terminated. Where a supervisor/Superintendent determines
that a warning is the appropriate response to an individual instance of conduct, the
supervisor/Superintendent may issue warning notices for reasons listed in Board Policy 03.27. Such
notices shall be issued in accordance with the following provisions:

1. Prior to the issuance of a warning notice, the supervisor/Superintendent shall hold an informal
conference with the employee.

2. The supervisor shall retain a copy and forward a copy to the Superintendent/designee, as
appropriate.

PROCEDURE FOR PUBLIC REPRIMAND/SUSPENSION/DISMISSAL OF CLASSIFIED EMPLOYEES

When the Superintendent becomes aware of allegations that, if true, are believed to warrant public
reprimand, suspension without pay, or termination of a classified employee, the Superintendent

may seek adV|ce of counsel as deemed approprlateend—sha#deteemmewhemees#heiermm

1. The Superintendent shall direct an administrator to investigate and-make-a-written-report-to
himfher-as the designated “Investigator.” The Superintendent will not conduct the investigation

nor will erprepare-therepert—Fthe Superintendent will-net-be involved in the investigation
except as may be necessary for procedural matters such as scheduling, facilities availability,
etc.

2. The post-investigative recommendation, based on charges and evidence made to the
Superintendent repert-shall state whether the Investigator concludes in his or her professional
judgment ifthat the employee engaged in conduct i in violation of one or more of the “Causes for
Actlon” set forth in pohcy 03 27

Investlgator recommends a potentlal publlc reprlmand suspensmn without pay or termlnatlon

g-the Investigator shall provide the

employee an opportunlty for a conference to dlscuss the allegatlonsenel—petenﬂal—sespenﬂen
wthorpmy,
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PERSONNEL 03.27 AP.1
(CONTINUED)

Personnel Action Procedures

3. The recommendationrepert shall not be binding on the Superintendent. Upon a determination
that the investigationrepert warrants initiation—ef-hearing—procedures—en—a—potential-public
reprimand, suspension without pay or termination, the Superintendent shall provide written
notice to the classified employee of the decision and the opportunity for a meetinghearing. The
notice may include a suspension without pay pending final administrative action on any

classmed employee meetlngheanﬂg request #—a#eethe—heanng—ﬂqe—eleeﬂen—is—agamet—a

4. The employee may request a meetinghearing to be heard and/or present denial of charges by
filing the Employee Request for Meeting preper-form with the Superintendent within ten (10)
calendar days after receiving the notification of an opportunity for a meetinghearing.

5. If the employee fails to file the Employee Request for Meetinghearing+reguest form within the

ten (10) days, en-time,the-Superintendent-the personnel action outlined in the Superintendent
determlnatlon letter is con5|dered final. WHJ—FGV—F&W—H%—F&BGH—&HQ—#—SM@—GGH&IHGIGS—M%

6. If a request of meeting is received within the ten (10) day period, the Superintendent will
schedule a time and place for the meeting to occur. At this meeting, the employee may be
represented by counsel at his or her own expense. However, the meeting may be continued if
the employee does not provide written notice of his or her intention to be represented by counsel
to the Investigator and Superintendent at least seventy-two (72) hours before the meeting is
scheduled to commence. The meeting shall be conducted by the Superintendent, who may
utilize the assistance of an attorney as advisor.
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PERSONNEL 03.27 AP.1
(CONTINUED)

Personnel Action Procedures

9.7.The Superintendent shall issue his/her written decision setting forth the reasons for the decision
and describing the evidence relied upon within five (5) working days after the conclusion of the
hearing. The Supermtendent s demsmn shall be ﬁnal Shared in ertlnq with the employee, shal

P cH A i 7 and shall be maintained
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