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INTRODUCTION 
 

July 27, 2009 
 
 
 
Dear Employees: 
 
Throughout our history, Claiborne County Schools and its employees have maintained and enforced high 
standards of ethical conduct.  Our relationships with colleagues, students, parents, and community 
members are based on honesty, trust, fairness and respect.  These operations are conducted in 
accordance with legal and regulatory requirements and in a responsible manner.  Employees are 
expected to perform their work within these standards and to bring hard work, focus and passion to the 
job every day. 
 
The Claiborne County Schools Employee Code of Conduct sets forth our standards for the school 
system, and employee behavior.  It covers a range of subjects, from attendance to insubordination, to 
harassment.  It applies to all supervisors, directors, administrators, teachers, and all other employees, 
setting a clear expectation that the standards be followed in all job-related activities.  Supervisors, 
directors and other administrators have an added responsibility to lead by example and ensure that the 
Code of Conduct is followed in areas under their supervision.  Regardless of your position in the school 
district, violations of the Code of Conduct will not be tolerated é even if you think they benefit the school 
system. 
 
The Code of Conduct is not a substitute for good judgment, nor does it cover every situation you may 
encounter during your career.  The basic principles and standards are here; you must understand and 
apply them in your work.  When in doubt, ask your direct supervisor for guidance. 
 
The Claiborne County Board of Education School System is a great school system in which to work.  
Make sure all your actions and decisions are consistently the right ones.  The future for our students 
depends upon it. 
 
 
 
     Sincerely, 
 
 
 
     Dr. C. Eddie Shoffner, Director 
     Claiborne County Board of Education 
  
      
 
 

Sam Owens, Chairman 
     Claiborne County Board of Education 
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STATEMENT OF PURPOSE AND INTENT 
 
The following policy statements and procedural outlines were developed to assist all Claiborne County 
Schools employees in understanding the Claiborne County Schools Employee Code of Conduct (ECOC) 
as well as their rights, duties and responsibilities if or when the need for employee discipline arises as 
outlined in Claiborne County Board of Education Policy #4118.  The overarching purpose and intent of 
this manual are as follows: 
   
PURPOSE OF THE CLAIBORNE COUNTY SCHOOLS EMPLOYEE CODE OF CONDUCT:  

The purpose of the ECOC is to provide all employees with an understanding of both the Board-ratified 
actions and behaviors expected of all CCBOE staff as well as the types of incidents which will be 
considered to represent grounds for employee discipline within the district. 
 
INTENT OF THE CLAIBORNE COUNTY SCHOOLS EMPLOYEE CODE OF CONDUCT GUIDELINES:   

The intent of the ECOC is to outline a course of action for all types of disciplinary actions within Claiborne 
County Board of Education (CCBOE) Schools in a manner that supports the following key goals for the 
disciplinary process: 

 REASONABILITY:  As a general rule, comparable grounds for employee discipline should be 
managed in a similar manner.  As such, each ECOC violation is classified into one of three 
ñrelative severityò classifications, and incidents within the same classification are processed 
along the same ñtrackò from a progressive discipline standpoint. 

 CONSISTENCY:   Along the same lines, specific incidents involving the same or substantially 
similar grounds for employee discipline should be managed with the same or substantially 
similar types of employee discipline.  As such, the ECOC was designed to ensure a high level 
of internal consistency in disciplinary matters involving employees. 

 FAIRNESS: Because no two disciplinary situations are identical, it is also important to ensure 
that all relevant case facts are identified before a specific disciplinary option is selected or 
recommended for any incident.  As such, these Administrative Guidelines and Regulations 
were designed to support the consideration of all aggravating and mitigating circumstances 
before disciplinary action is initiated to ensure that all staff facing disciplinary action are 
treated in a just manner before, during and after the employee disciplinary process. 
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ADMINISTRATIVE GUIDELINES AND REGULATIONS:  CCBOE 
EMPLOYEE DISCIPLINE POLICY 
 
The following administrative regulations and implementation guidelines are included to provide all 
CCBOE administrators and supervisors with a step-by-step definition of roles and responsibilities for all 
stakeholders during the employee disciplinary process: 
 

IMPLEMENTATION GUIDELINES 
 
The Claiborne County Board of Education has authorized the Director to develop administrative 
guidelines for an Employee Code of Conduct that provides for fair, honest, and consistent application of 
disciplinary action where reasonable and appropriate.  The Director of Schools will assure that these 
administrative guidelines are provided to all administrators and supervisors and are reviewed annually. 
 
Claiborne County Board of Education policy is to create and maintain standards of employee conduct and 
efficiency that will promote the legitimate interests of the district as well as those it serves.  Each 
Claiborne County Schools staff member is expected to direct his or her efforts toward attaining and 
maintaining a constructive, productive working environment in which all parties recognize and accept their 
designated responsibilities.   
 
It is essential that prompt corrective action be taken whenever these standards are not being met.  In 
situations where the employee action(s) or behavior(s) involved are found to represent one or more 
violations of the Employee Code of Conduct, disciplinary action may result.   
 
Whenever necessary, disciplinary action will be taken promptly and in compliance with previously 
established and Board-approved procedures to protect both the interests of Claiborne County Schools 
and the due process rights of the employee(s) involved (see Figure 1 for procedural overview).  In all 
cases, disciplinary action will be taken fairly and equitably without regard to race, color, national origin, 
religion, sex, marital status, age, physical handicap, political belief, affiliation, or activities, and the private 
and confidential nature of each disciplinary action will be respected at all times.   
 
The Claiborne County Board of Education wishes to assure staff that, as a general rule, it will not interfere 
in the private lives of employees.  However, this does not apply to those employee action(s) or 
behavior(s) that negatively impact job performance or those that reflect unfavorably on the Claiborne 
County Board of Education programs, vision and mission.   
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Figure 1.  Overview of the CCBOE employee disciplinary process. 
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ADMINISTRATIVE GUIDELINES AND REGULATIONS:  CCS 
EMPLOYEE DISCIPLINE POLICY ï CONTINUED 
 

GUIDING PRINCIPLES FOR DISCIPLINARY ACTIONS 
 
Administrators and supervisors t all levels of Claiborne County Schools must implement discipline 
correctlyðthrough both practical experience and ongoing professional development.  In executing 
employee discipline in Claiborne County Schools, it is imperative to be fair, consistent and reasonable; 
three key principles which support these goals are as follows: 
 

A. Reasonable and Appropriate Disciplinary Action.  The key phrase to remember when 
selecting any type of employee discipline once grounds have been established is the Principle of 
Uniformity: ñLike penalties for like offenses in like circumstances.ò 
 

B. Understanding Levels of Authority.  Whenever possible, each campus level administrator and 
site level supervisor should impose discipline since he or she is typically closest to the case.  For 
serious offenses, administrators and supervisors should consult with the Assistant Director of 
Schools.  All administrators should understand and administer discipline in the same way, 
consistent within his or her authority.  Administrative and supervisory staff must be aware of all 
discipline policies, including those situations in which the type of employee discipline likely to be 
required is not within their authority to execute, since such action under these circumstances may 
lead to the inability of the district to ultimately discipline the employee at all.   

 
C. Documenting Disciplinary Action.  It is important that administrators and supervisors prepare 

accurate documentation before, during and after executing discipline.  This is crucial since this 
often makes a difference in the risk attached to disciplinary actions.   
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The following levels of authority are established for the employee disciplinary process within Claiborne 
County Schools: 
 

A. Authority to issue oral warnings and written warnings is delegated to administrators and 
certified and classified supervisors directly responsible for planning, directing and supervising the 
work of others. 

B. Authority to issue official reprimands is delegated to administrators and certified supervisors 
directly responsible for planning, directing and supervising the work of others. 

C. Responsibility to collect information from investigation and to issue written recommendations for 
further disciplinary action including suspension or termination of employees is delegated to 
administrators and certified supervisors directly responsible for planning, directing and 
supervising the work of others. 

D. Authority to make final recommendations to the Claiborne County Board of Education regarding 
employee suspensions or dismissals will remain with the Director of Schools.  

 
RESPONSIBILITIES WITH REGARD TO EMPLOYEE DISCIPLINE 
 
With regard to employee conduct and professional competence, each stakeholder group within Claiborne 
County Schools has the following responsibilities to either minimize the need for employee discipline or to 
take disciplinary action where warranted: 
 

A. The Claiborne County Board of Education will be responsible for: 
 
1. Supporting fairness and equity in the structure of the employee code of conduct 

requirements; 
2. Supporting fairness and equity in the application of disciplinary policies and procedures; and 
3. Assuring that all disciplinary decisions in which the Board is involved are reviewed and 

decided objectively. 
 

B. The Director of Schools  will be responsible for: 
 
1. Making a reasonable effort to communicate the regulations and other conditions of 

employment to be observed by all employees of the district; 
2. Carefully consider recommendations for suspension and/or dismissal, and for making final 

decisions on proposed suspensions and or dismissals;  
3. Administering formal suspensions and dismissals in a fair, impartial and uniform manner; and 
4. Participating in grievance or appeal proceedings as necessary. 

 
C. The Assistant Directors  will be responsible for: 

 
1. Making a reasonable effort to assure that established regulations and other conditions of 

employment are made known by all employees within the district; 
2. Completing a formal investigation for all incidents prior to the execution of formal employee 

discipline (see Appendices A and B); 
 
 

ADMINISTRATIVE GUIDELINES AND REGULATIONS:  
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3. Assisting building level principals, site level supervisors, and/or other designated members of 

the leadership team in completing discipline rubrics and interpreting progressive disciplinary 
charts to determine the appropriate disciplinary action to be , if any (see Appendix K); 

4. Referring cases involving possible suspension or dismissal to the Director of Schools; and 
5. Participating in grievance or appeal proceedings as required. 
6. Maintaining data regarding disciplinary actions taken with employees to inform quality 

assurance decisions at the district level; and 
7. Reviewing disciplinary actions for conformance with federal law, state statute and Claiborne 

County Board of Education regulations at the district level on a regular basis. 
 

D. The building level administrators and site level supervisors  who report organizationally to 
the Assistant Directors are responsible for: 
 

1. Making a reasonable effort to assure that established regulations and other conditions of 
employment are made known by all employees within the building or work site; 

2. Making every attempt to engage employees demonstrating potential violations of the 
Code of Employee Conduct in non-disciplinary counseling wherever reasonable and 
appropriate; 

3. Completing an informal investigation for all incidents prior to the execution of informal 
employee discipline (see Appendices A and B); 

4. Completing discipline rubrics and interpreting progressive disciplinary charts to determine the 
appropriate disciplinary action to be taken, if any (see Appendix); 

5. Referring cases involving possible official reprimand, suspension or dismissal to the Assistant 
Directors; 

6. Executing all corrective actions constructively, individually, and in private; 
7. Participating in grievance or appeal proceedings as required;  
8. Maintaining data regarding disciplinary actions taken with employees to inform quality 

assurance decisions at the building or site level; and 
9. Reviewing disciplinary actions for conformance with federal law, state statute and Claiborne 

County Board of Education regulations at the building or site level on a regular basis. 
 

E. All employees are responsible for: 
 
1. Observing the intent of the Claiborne County Schools Employee Code of conduct; 
2. Discharging their assigned duties conscientiously, competently and professionally; 

and 
3. Respecting the administrative responsibility of those directing their work. 

 
 
 
 

 
. 

OVERVIEW OF THE PROCESS FOR DETERMINING 
DISCIPLINARY ACTION 
 
This Employee Code of Conduct and outline of related Disciplinary Procedures is not intended by 
Claiborne County Board of Education to cover every possible type of employee misconduct or lack of 
professional competence, and staff must not conclude that discipline or dismissal cannot result from 
actions or behaviors not specifically mentioned herein.  Many of the items that constitute grounds for 
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employee discipline combine several forms of related misconduct or competency issues into one 
overarching statement connected by the word ñORò ï thereby making the statement nonspecific.  
 

The purpose of employee discipline within Claiborne County Schools is to accomplish the following three 
objectives: (1) to align the CCBOE employee disciplinary process with the relevant portions of the 
Tennessee Annotated Code; (2) to correct an offending employeeôs action(s) or behavior(s) in a positive, 
fair and consistent manner wherever possible; and (3) to maintain discipline and morale among other 
employees.   
 

Disciplinary action will be taken when it is evident that non-disciplinary strategies either have not resulted 
in a modification of the employeeôs action(s) or behavior(s) or have failed to correct a given problem or 
policy violation in the following manner: 
 

A. Grounds for employee discipline within the district are established by applicable federal law, the 
Tennessee Annotated Code or Claiborne County Board of Education policy.  Once these have 
been determined for any potential disciplinary case, either a formal or an informal disciplinary 
investigation will ensue.  In cases where these grounds are substantiated, the specifics of a 
charge will be described in as much detail (e.g., the ñwhoò, ñwhatò, ñwhereò, ñwhenò, and ñhowò) as 
possible and a connection will be made between the charge against the employee and the 
resulting effect on the education environment.  For each incident, a charge will be supported by 
all relevant evidence. 
 

B. Only after the grounds for employee discipline have been substantiated will one of the following 
two courses of disciplinary action occur: 
 
1. Informal discipline, which includes both oral warnings and written warnings, each of 

which may be used depending on the gravity of the offense and the aggravating and 
mitigating circumstances present; or 

2. Formal discipline, which includes official written reprimands, suspensions, and 
dismissals. 

 
C. Prior to initiating any type of employee discipline, both the aggravating and the mitigating factors 

in the case must be considered.  In line with Claiborne County Board of Education policy, this 
process must be guided by the following standard set of ñDouglas Factorsò to ensure that the 
selected or recommended consequence represents a reasonable and appropriate response to 
the misconduct (see Appendix C): 
 
1. The nature and seriousness of the offense and its relation to the employeeôs duties, 

position and responsibilities, including whether the offense was intentional or 
inadvertent, or was committed maliciously or for gain, or was frequently repeated; 

2. The employeeôs job level and type of employment, including supervisory or fiduciary 
role, contacts with the public, and prominence of the position; 

3. The employeeôs past disciplinary record; 
4. The employeeôs past record, including length of service, performance on the job, 

ability to get along with fellow workers, and dependability; 
 

OVERVIEW OF THE PROCESS FOR DETERMINING 
DISCIPLINARY ACTION - CONTINUED 
 

5. The effects of the offense upon the employeeôs ability to perform at a satisfactory 
level and its effect upon the Supervisorôs confidence in the employeeôs ability to 
perform assigned duties; 
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6. Consistency of the penalty with those imposed upon and on other employees for the 
same or similar offenses; 

7. Consistency of the penalty with any applicable district table of penalties; 
8. The notoriety of the offense or its impact upon the reputation of the Claiborne County 

Board of Education; 
9. The clarity with which the employee was notified of any rules that were violated in 

committing the offense, or had been warned about the conduct in question; 
10. The potential for the employeeôs rehabilitation;  
11. Mitigating circumstances surrounding the offense such as unusual job tension, 

personality problems, mental impairment, harassment, or bad faith, malice or 
provocation on the part of others involved in the matter; and 

12. The adequacy and effectiveness of alternative sanctions to deter such conduct in the 
future by the employee or by others. 

 

D. Once the aggravating factors and mitigating factors in any disciplinary case have been 
determined, those responsible for taking disciplinary action will consult with district progressive 
discipline guidelines for the range of approved disciplinary options for the grounds involved.  In all 
cases, these pre-defined disciplinary options are based on the ñrelative severity trackò of the 
grounds involved in the case (i.e., ñrelatively minorò, ñrelatively moderateò, ñrelatively majorò and 
ñrelatively extremeò). 
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OVERVIEW OF OPTIONS FOR EMPLOYEE DISCIPLINE IN 
CLAIBORNE COUNTY SCHOOLS 
 

All disciplinary actions represent documented admonishments in some form, and the consequences for 
misconduct or lack of professional competence within the district will be based on a variety of pre-
established criteria.  As a general rule, there should be a progression in the assessment of consequences 
in cases of chronic employee misconduct or lack of professional competence; however, a single 
occurrence of some actions and behaviors may be so grave as to warrant immediate formal action, up to 
and including dismissal.   
 
The types of employee discipline in use within the Claiborne County Board of Education are as follows: 
 

A. The following represent the types of informal disciplinary actions used within Claiborne 
County Schools: 
 

1. Oral warning:  A documented oral warning is a private and informal conference 
between a supervisor and an employee followed up with a summary of the 
conference.   An oral warning is the least formal and least severe of the disciplinary 
actions.   The oral warning summary will advise the employee that a copy and any 
written response or explanation that he/she may make will be retained by the 
supervisor.  Because of these characteristics, it should be applicable to many 
disciplinary situations and should produce the desired change in the employeeôs 
behavior particularly when the employee has no previous history of violations.  This is 
more often than not the first step after a deficiency is noticed and the grounds for 
discipline have been determined. 

2. Written warning:  A written warning is an informal document given to an employee 
whose actions warrant a more severe disciplinary action than merely a documented 
oral warning.  The warning will be in the form of a letter describing the reasons for 
taking such action.  It will advise the employee that a copy and any written response 
or explanation that he/she may make will be retained by the supervisor.   

 

B. The following represent the types of formal disciplinary actions used within Claiborne 
County Schools: 

 

1. Official reprimand:   An official reprimand is a letter of reprimand that is a 
disciplinary action given to employees for misconduct, which is recorded and placed 
in the employeeôs Official Personnel Folder (OPF). 

2. Suspension:  A suspension places the employee involuntarily in a non-pay, non-duty 
status for repeated acts of minor misconduct, but usually only after prior efforts of 
counseling, warning and/or reprimand have failed.  A suspension will not be used 
unless the situation indicates that a lesser penalty is neither reasonable nor 
appropriate based on the misconduct involved or unless the aggravating and 
mitigating circumstances in the case warrant such discipline. 

3. Dismissal:  A dismissal is an involuntary separation (adverse action) taken for very 
serious misconduct or for continued or repeated acts of misconduct of a less severe 
nature or for inadequate performance.   

 

a. Notwithstanding any other provisions of law, the Director of Schools may, in 
accordance with §49-5-501of the Tennessee Annotated Code, suspend or 
dismiss any person in district employment at any time for:  Immorality, 
incompetency, cruelty, insubordination, intemperance, willful neglect of duty, 
unsatisfactory performance, the conviction of a felony or a guilty plea or a 
plea of nolo contend ere to a felony charge. 
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OVERVIEW OF OPTIONS FOR EMPLOYEE DISCIPLINE IN 
CLAIBORNE COUNTY SCHOOLS - CONTINUED 
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PROCEDURES FOR DISCIPLINARY ACTIONS 
 

The procedural steps set forth in this section are designed for the timely, fair, consistent, and 
equitable processing of employees against whom either informal or formal disciplinary actions are 
being taken or contemplated.    
 

A. Oral Warning (see Appendix D) 
 
1. Procedure:  The oral warning will be in the form of the Claiborne County Board of 
Education ñAcknowledgement of Oral Warning Conference Template.ò  The 
immediate supervisor(s) will:  
 

a. Privately inform the employee that he/she is being issued a documented oral 
warning; 

b. Bring the undesired conduct and/or performance to the employeeôs attention;  
c. Explain to the employee what is expected of him/her;  
d. Give him/her the opportunity to improve; and 
e. Mention the possible actions that will result if the unsatisfactory conduct 

and/or performance continue.   
 

2. Elements of a documented Oral Warning :  Although an oral warning is the least 
formal and most flexible type of discipline, there are certain things that should be kept 
in mind when administering one: 
 

a. Clearly state the reason for the discipline. 
b. Try to reference the employeeôs response verbatim, i.e.  ñYou stated thatéò  
But I find after review thatéò 

c. State the aggravating or mitigating circumstances considered in making the 
decision to issue an oral warning. 

d. If the employee desires, permit them to submit a response in writing that you 
will attach to the acknowledgement of oral warning template. 

e. State that more severe discipline may result in the future if the same or 
similar action(s) or behavior(s) occur. 

 
3. Documentation of the Oral Warning (see Appendix D):  Even though it is meant to 

be a verbal, informal type of discipline, the Claiborne County Board of Education 
requires that you send a written memorandum to the employee that documents the 
oral warning conference when necessary.  This acknowledgement of the oral warning 
will not be filed in the employeeôs official personnel file.  However, a copy and 
acknowledgement of its receipt by the employee will be kept in his or her supervisorôs 
files for a period of 1 (one) year or more.  Moreover, if the employee requests that the 
informal discipline be withdrawn after a year from the date it was issued, the issuing 
supervisor will request that the employee submit a written signed request stating why 
it should be withdrawn and that the behavior will not occur again.  The immediate 
supervisor will at his/her discretion accept the written request to withdraw the 
discipline and replace the request in the appropriate file with the original discipline 
action.  In the event that the employee repeats this type of misconduct, this 
documentation will serve as evidence that the employee understood what was 
expected of him/her and may support the supervisor or administratorôs decision to 
proceed with more informal or formal discipline. 

 
 

PROCEDURES FOR DISCIPLINARY ACTIONS - CONTINUED 
 



 

 
Employee Code of Conduct 
Claiborne County Schools 

18 
 

B. Written Warning (see Appendix E) 
 

1. Procedure:  The written warning will be in the form of a Claiborne County Board of 
Education ñLetter of Memorandumò template describing the reasons for the warning.  
It will advise the employee that a copy of the letter of warning and any written 
explanation that he/she may make will be retained in his or her supervisorôs file as a 
record. 

2. Due Process concerns pertaining to Written Warnings:   To reduce the likelihood 
of subsequent grievance or greater legal risk, the possibility of an employee rebuttal 
will be considered before actual issuance of a written warning in order to protect the 
due process rights of the employee if applicable. Administrators and supervisors 
adhere to the following: 
 

a. After listening to the employeeôs response and before issuing the written 
warning, state the reason(s) for going ahead with the discipline and reference 
any aggravating or mitigating circumstances surrounding the offense. 

b. The employee will be informed of his/her right to include anything he/she 
deems appropriate in response to the written warning.  As with the oral 
warning, this statement does not have to deal with the facts of the case or 
the rationale for imposing discipline. 

c. If the employee is responding verbally, the administrator and supervisor will 
write down everything that the employee states in the response, using quotes 
when possible. 

d. Any verbal response by the employee should be documented by the 
administrator in a written summary and attached. 

e. The employeeôs signature on the written summary of his/her verbal response 
should always be obtained, keeping in mind that he or she may refuse to sign 
it in which case supervisor or administrator documents, ñrefused to signò, 
date and initial. 

 

3. Important Elements of a Written Warning:  As the most severe type of informal 
discipline, the following will be adhered to when issuing a written warning: 
 

a. The warning should be in the form of an official letter or memorandum. 
b. It will advise the employee that a copy of the letter of warning and any written 

explanation that the employee may provide will be retained by the supervisor.   
c. State the aggravating or mitigating circumstances considered in making the 

decision to issue a written warning. 
d. State that more severe discipline may result in the future if the same or 

similar actions(s) or behavior(s) occur. 
e. Any written form of disciplineðincluding the written warningðmust be 

crafted correctly and precisely and will include language that places the 
burden for both response and remediation onto the employee.  For example, 
you might say the following:  ñIf you do not respond, I trust that your 
understanding of what occurred is the same as mineò or, alternatively, ñIf 
your version of these facts differs from that contained herein, you are 
required to respond in writing immediately.ò This statement needs to be 
written as outlined in the ñWritten Warning Example.ò 

 
 
 

PROCEDURES FOR DISCIPLINARY ACTIONS - CONTINUED 
 

4. Documentation of the Written Warning:  An effectively documented written 
warning will include the following: 
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a. The employeeôs name; 
b. All relevant dates of the investigation resulting in the written warning; 
c. The specific offense or Claiborne County Board of Education policy or 

regulation violation for which the employee is receiving the warning; 
d. References to previous discussions, oral warnings or written warnings 

supporting specifically the grounds for discipline; 
e. A specific statement delineating the expected behavior; 
f. Any explanation or relevant information given by the employee; 
g. The administratorôs statement of expectations for the employee in the future;  
h. A statement regarding more severe discipline in the future if the same 

behavior reoccurs; and 
i.  If the employee refuses to sign, the administrator will note this on the form, 

date, and initial (this is important for bypassing a due process claim later 
based on a blank field in this area). 

j. If the employee requests that the informal discipline be withdrawn after a 
year from the date it was issued, the issuing supervisor will request that the 
employee submit a written signed request stating why it should be withdrawn 
and that the action(s) or behavior(s) involved will not occur again.  The 
immediate supervisor will at his/her discretion accept the written request to 
withdraw the discipline and replace the request in the appropriate file with the 
original discipline action. 

 

C. Official Reprimand (see Appendix F)   
 

1. Procedure:   A reprimand will be an official letter or memorandum describing the 
reasons for the action.  It will advise the employee that a copy of the reprimand and 
any written explanation that he or she may furnish will be placed in his or her OPF. 

2. Due Process concerns pertaining to Official Reprimand (Formal):   To reduce 
the likelihood of subsequent grievance or greater legal risk, the possibility of an 
employee rebuttal will be considered before actual issuance of an official reprimand 
in order to protect the due process rights of the employee.  Administrators and 
supervisors will adhere to the following: 
 

a. After listening to the employeeôs response and before issuing the official 
reprimand, the administrator will state his or her reason(s) for going ahead 
with the discipline and reference any aggravating or mitigating circumstances 
surrounding the offense. 

b. The employee will be informed of his or her right to include anything he or 
she deems appropriate in response to the official reprimand.  As with the 
informal types of discipline, this statement does not have to deal with the 
facts of the case or the rationale for imposing discipline. 

c. If the employee responds verbally, the administrator or supervisor will inform 
the employee that they should submit his or her verbal response in writing 
and it will be attached to the discipline documentation. 

d. Any verbal response by the employee may be documented by the 
administrator in a written summary and attached. 

 
 
 

PROCEDURES FOR DISCIPLINARY ACTIONS - CONTINUED 
 
e. The employeeôs signature on the written summary of his/her verbal response 

should always be obtained if possible, keeping in mind that he or she may 
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refuse to sign it in which case the administrator or supervisor will document, 
ñrefused to signò, date, and initial. 

 
3. Considerations Prior to Issuing an Official Reprimand:  The following represent 

important procedural considerations for reducing legal risk during the reprimand 
process: 
 

a. Responsibility to reprimand. Principals, Directors, Assistant Directors, and 
Administrative Staff have been authorized to issue a formal disciplinary 
action in the form of an official reprimand.  

b. Adequate time.   The employee must be provided TIME in accordance with 
the negotiated agreement to respond to the charges.  

 
4. Elements and Documentation of an Official Reprimand:  An official reprimand 

will: 
 

a. Be in writing; 
b. Clearly state the behavior or action responsible for the reprimand; 
c. Cite the rationale for the disciplinary action; 
d. Advise the employee that a copy will be placed in his/her official personnel 

folder; 
e. Include a statement of the employeeôs right to grieve the disciplinary action.  
f. State that more severe discipline may result in the future if the same or 

similar action(s) or behavior(s) occur; and 
g. Be reviewed by the Assistant Director and the supervising administrator 

before it is issued to the employee and then placed in the employeeôs official 
personnel file. 

 
D.  Suspensions and Dismissals (see Appendices G through K) 

 
1. Procedure:  Notwithstanding any other provisions of law, the Director may suspend 

or dismiss any person in the districts employment at any time for immorality, 
conviction of a felony or crime involving moral turpitude, dishonesty, unreliability, 
action(s) or behavior(s) that render the employee obnoxious as a member of the 
teaching profession, improper use of narcotics or intoxicants, incompetence, 
inefficiency, neglect of duty, unprofessional conduct and insubordination as defined 
in §49-5-501 and §49-5-511 of the Tennessee Annotated Code. 

2. Due Process concerns pertaining to Suspensions and Dismissals:   An 
employee charged with the commission of a felony may be reassigned to duties 
which do not involve direct interaction with pupils pending final disposition of the 
charges.  Afterward, the disciplined employee shall be given an opportunity, within 30 
(thirty) days of receipt of the written disciplinary notice, to request, in writing, a 
hearing and appeal pursuant to the provisions of Tennessee Annotated Code §49-5-
512.  In cases involving dismissal for the conviction of a felony listed in §40-35-501, 
an offense listed in §39-17-417, a guilty plea to such charges  or a plea of nolo 
contend ere to these charges, these actions on their own cannot be used as the sole 
basis of a disciplinary appeal.  
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PROCEDURE FOR THE GRIEVANCE OR APPEAL OF 
DISCIPLINARY ACTIONS 

  
The following procedure for grieving or appealing disciplinary actions where applicable is 
consistent with Tennessee Annotated Code §49-5-511 and §49-5-512: 
  

A. Process:  When a grievant or appellant requests a hearing when applicable at level one, this is 
an evidentiary hearing which must be recorded and transcribed. A record is being made, so it is 
important to maintain order, and to make sure everything that is said is clearly recorded.  The 
parties may call witnesses and present documents to be placed into evidence. 

B. Scheduling the hearing:  The hearing must be held within 15 working days or in accordance 

with Tennessee Annotated Code of the date the grievance was received, and shall be scheduled 
during regular work hours, in a convenient location, accessible to all parties. The parties may 
agree to schedule the hearing at any time or place. The Hearing Officer or authorized individual 
appointed by the Director of Schools may ask the parties for dates they are available for hearing, 
but there is no requirement that this be done, and due to the time constraints, this may not be 
practical. 

C. Continuances:  If either party is not available on the date the hearing is scheduled, the party 
may request that the hearing be continued to a different date. The Hearing Officer, Director of 
Schools or his or her designate may continue the hearing for good cause, without the agreement 
of the other party, and reschedule the hearing to a different date without delay. If a party or his or 
her representative if requested cannot be present on the date selected, and the hearing must be 
scheduled beyond the 15-day time limit, the parties may agree, in writing, to hold the hearing 
beyond the statutory timeframes. Always document any continuances or rescheduling of hearings 
and the reasons for them. 

D. Notice:   Notice of the hearing shall be sent to the parties at least five days prior to the hearing or 
in accordance with Tennessee Annotated Code if applicable. The notice must include the date, 
time, and place of the hearing and if at all possible sent by certified mail or hand delivered. 

E. Representation:  A party is entitled to have a representative present at any step of the grievance 
or appeal process where authorized, so the representativeôs schedule must also be taken into 
account when scheduling the hearing. 

F. Witnesses:  All parties have the right to present and cross-examine witnesses; however, the 
Hearing Officer, Director of Schools or his or her designate does have the right to reasonably limit 
the evidence to relevant matters and take measures to limit redundant or repetitive evidence. 

G. Conducting the hearing:  The Hearing Officer, Director of Schools or his or her designate 
should utilize a sign-in sheet at the hearing for all parties and witnesses. Each name should be 
printed to ensure that a legible record is made of those in attendance. 

H. Recording:  The Hearing Officer, Director of Schools or his or her designate will begin the 
hearing by turning on the recording equipment, or instructing the transcriptionist, if present, that 
all speakers will be ñon the record.ò It is a good idea to do a test to make sure the recording 
equipment is working properly. The recording must be of good quality to be transcribed, so all 
witnesses and parties must speak clearly and loudly enough to be recorded.  At all times during 
the hearing, the Hearing Officer, Director of Schools or his or her designate should make it clear 
that only one person is to speak at a time, so that everything that is said on the record is properly 
recorded. If two or more individuals are speaking at the same time during the hearing, the 
Hearing Officer, Director of Schools or his or her designate should instruct the parties to cease 
this behavior. 

I. Introduction:  The Hearing Officer, Director of Schools or his or her designate should begin the 
hearing by introducing himself, stating the case name and docket number, and the date and time. 
Each party should be asked to identify himself also. The Hearing Officer, Director of Schools or 
his or her designate should state which party has the burden of proof (the district in all disciplinary 
cases).   
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PROCEDURE FOR THE GRIEVANCE OR APPEAL OF 
DISCIPLINARY ACTIONS - CONTINUED 
 

J. Preliminary and Procedural issues:  If any issues need clarification, this should be addressed 
before any evidence is taken. Discussions may be held ñoff the recordò (not recorded and not part 
of the record), to facilitate the process, and to address procedural issues which the Hearing 
Officer or Director of Schools designee believes can be more easily clarified off the record; 
however, any matters which were decided during an off the record discussion must be restated 
on the record. 

K. Opening Statements:  The Hearing Officer, Director of Schools or his or her designate should 
allow each party to make a brief opening statement to identify the issues and arguments, if they 
wish to do so. The party with the burden of proof should give his opening statement first, and also 
present his or her witnesses first. 

L. Swearing witnesses:  An oath must be administered by the Hearing Officer, Director of Schools 
or his or her designate to each witness. The witness should raise his right hand and agree to an 
oath such as the following: ñDo you swear or affirm that the testimony you are about to give will 
be the truth, the whole truth, and nothing but the truth?ò Each witness must identify himself on the 
record, and should be asked to identify his position and place of employment. 

M. Questioning witnesses:   Only one person for each party should be allowed to ask questions of 
each witness (no tag-teaming a single witness). When the party presenting a witness has finished 
with his questions, the other party must be given the opportunity to cross-examine the witness 
about his testimony. The party presenting the witness should be allowed to ask follow-up 
questions of the witness after cross-examination. It is within the discretion of the Hearing Officer, 
Director of Schools or his or her designate whether to allow additional questioning, so long as 
each party is given a full and fair opportunity to elicit information from the witness which is 
relevant to the issues. Any party may object to any question asked of a witness. The Hearing 
Officer, Director of Schools or his or her designate may listen to the argument of the parties 
regarding the objection before making a ruling on whether the question will be allowed, and may 
limit the argument of the parties to ensure an orderly administration of the hearing and to 
complete the hearing. Witnesses should be instructed to answer questions by saying ñyesò or 
ñno,ò rather than ñuh huh.ò Witnesses should be instructed to wait until the person asking the 
question has completed the question before they answer. The Hearing Officer, Director of 
Schools or his or her designate may interrupt the questioning to make sure the witnessô response 
is clear when a witness has not complied with these instructions. 

N. Disciplinary cases:  A grievant or appellant cannot be required to testify in a disciplinary 
hearing, including cases involving dismissal of employment, suspensions and reprimands. 

O. Documents:  Each document offered as evidence must be marked as an Exhibit, using 
sequential numbers or letters, and reflecting which party offered the document into evidence 

(e.g., Grievantôs Exhibit 1, 2, 3;  Appelantôs Exhibit 1, 2, 3, etc.). The Hearing Officer, Director of 

Schools or his or her designate must ask if there is any objection to the admission of the 
document into the record, and the opposing party may state his objection to the admission of the 
exhibit into evidence. If there is an objection, the Hearing Officer, Director of Schools or his or her 
designate must make a ruling on whether the document will be admitted into evidence. The 
Hearing Officer, Director of Schools or his or her designate must state on the record whether 
each document has been admitted into the record. Documents not admitted into evidence should 
be given an exhibit number, and the Hearing Officer, Director of Schools or his or her designate 
must write on the face of the document that it has not been admitted, and the document should 
remain in the grievance file or appeal file. 
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PROCEDURE FOR THE GRIEVANCE OR APPEAL OF 
DISCIPLINARY ACTIONS - CONTINUED 

 

P. Closing arguments:  The Hearing Officer, Director of Schools or his or her designate may allow 
each party to make a closing statement at the end of the hearing, or submit written proposed 
findings of fact and conclusions of law. However, if the parties wish to submit written argument, 
the he Hearing Officer, Director of Schools or his or her designate needs to determine whether 
this is feasible given the statutory time lines. The parties may agree to waive the statutory time 
lines for issuance of the decision. Such waivers should be reduced to writing, stating a specific 
date for the submission of written proposals, and a specific date for the issuance of the Decision.  
If the hearing cannot be completed on the scheduled date, it is within the discretion of the Hearing 
Officer, Director of Schools or his or her designate to set another day of hearing as quickly as 
possible. 

Q. After the hearing:  The Hearing Officer, Director of Schools or his or her designate must issue a 
written decision within 15 (fifteen) working days of the hearing or in accordance with Tennessee 
Annotated Code, transmitting it to the grievant or appellant within this time period. The decision 
must state the reasons for the decision, whether the grievance or appeal is granted or denied, 
and the address and procedure to appeal to the next level if applicable.  A copy of the recording 
of the hearing must be provided to any party upon request. 
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PROCEDURE FOR THE GRIEVANCE OR APPEAL OF 
DISCIPLINARY ACTIONS - CONTINUED 
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GROUNDS FOR EMPLOYEE DISCIPLINE IN CLAIBORNE 
COUNTY SCHOOLS 
 

VIOLATIONS OF CCBOE POLICY 
 
The following actions and/or behaviors shall represent grounds for employee discipline within Claiborne 
County Schools based on violations of CCBOE policy as well as those that may result in either 
disciplinary action alone or disciplinary action and civil or criminal consequences based on the 
circumstances involved: 
 

ABSENTEEISM OR LACK OF PUNCTUALITY 
 

Definition:   Absenteeism or Lack of Punctuality is defined as any lack of compliance with an 
established policy, routine or procedure relating to an employeeôs time on duty.   

  

Examples:   Examples of Absenteeism or Lack of Punctuality include, but are not limited to, the 
following:  an employee's absence from and/or tardiness to work without prior written 
and/or supervisory acknowledgement or  approval; excessive and/or repeated absences; 
unexcused absences (e.g., failing to provide a doctorôs excuse by the third consecutive 
day of a period of absence); failure to follow district procedure for reporting any 
absence(s); documented abuse of district leave policy; failure to return from leave of 
absence on a designated date; failure to report to work at the beginning of the contract 
start date and/or day; arrival after the start of the contract day; and departure before end 
of the contract day.  

 
TN Code (Annotated) Alignment:    §49-5-201; §49-5-501; §49-5-706; §49-5-711 
 

CCBOE Policy Alignment #:    §5.602 
  
Mandatory Reporting Requirement:    NO 
 

Commentary: 
 

1. TN CODE (ANNOTATED) §49-5-201:  DUTIES OF TEACHERS. It is the duty of the teacher to:  
(A12) Observe any other rules and regulations relative to the service of teachers which may be 
made by the county board of education. 

2. TN CODE (ANNOTATED) §49-5-501:  PART DEFINITIONS.   As used in this part, unless the 
context otherwise requires, (3) ñConduct unbecoming to a member of the teaching professionò 
may consist of, but not be limited to, 1 (one) or more of the following: (3C) Dishonesty, 
unreliability, continued willful failure or refusal to pay one's just and honest debts; (8) òNeglect of 
Dutyò means gross or repeated failure to perform duties and responsibilities which reasonably 
can be expected of one in such capacity, or continued unexcused or unnecessary absence from 
duty. 

3. TN CODE (ANNOTATED) §49-5-711. PERSONAL AND PROFESSIONAL LEAVE ï 
ACCUMULATION AND USE.  (C1)  Personal leave is intended to be used for personal reasons. 
Subject to the following conditions, it can be taken at the discretion of a teacher, who shall not be 
required to give reasons for the use of any personal leave. The approval of the director of 
schools, the director of schools' designee or the board of education shall be required under the 
following conditions:  (C1A) If more than ten percent (10%) of the teachers in any given school 
request its use on the same day; provided, that on making this calculation, any major fraction 
shall be considered as 1 (one); and in schools of 5 (five) teachers or less, 1 (one) teacher may 
take personal leave at such teacher's discretion; (C1B)  If personal leave is requested during any 
prior established student examination period; or (C1C)  If personal leave is requested on the day 
immediately preceding or following a holiday or vacation period. (C2) Except in an emergency, a 
teacher shall give at least one (1) day's advance notice of intent to take personal leave. 
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GROUNDS FOR EMPLOYEE DISCIPLINE IN CLAIBORNE 
COUNTY SCHOOLS - CONTINUED 

 

VIOLATIONS OF CCBOE POLICY ï CONTINUED 
 

ABSENTEEISM OR LACK OF PUNCTUALITY - CONTINUED 
 

Classification:      FIRST OFFENSE:  RELATIVELY MINOR 
 
Progressive Discipline Recommendations:   
 

Progressive Discipline Options:   
Absenteeism or Lack of Punctuality 

Case Facts 1
st
 Occurrence 2

nd
 Occurrence 3

rd
 Occurrence 4

th
 Occurrence 

Mostly Mitigating Oral Warning Written Warning Official Reprimand Suspension 

Relatively Equal Written Warning Official Reprimand Suspension Dismissal 

Mostly Aggravating Official Reprimand Suspension Dismissal  
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VIOLATIONS OF CCBOE POLICY - CONTINUED 
 

DISHONESTY (NON-CRIMINAL / NON-CIVIL) 
 
Definition:   Dishonesty (Non-criminal / Non-civil) is defined as any verbal lack of truthfulness or 

deception regarding a matter of interest to the district only. 
 
Examples:   Examples of Dishonesty (Non-criminal / Non-civil) include, but are not limited to, the 

following:  The non-criminal / non-civil misrepresentation of facts in someway when 
dealing with the administration, fellow teachers, other staff, students or parents (i.e., an 
act of commission) or the failure to accurately relate pertinent details when questioned by 
someone in a CCBOE supervisory or investigatory role (i.e., an act of omission).  NOTE: 
Some acts of Dishonesty may represent violations of civil or criminal law (see below). 

 
TN Code (Annotated) Alignment:    §49-5-201; §49-5-501 
 
CCBOE Policy Alignment #:   TN §49-5-501 (INCORPORATED BY REFERENCE) 
  
Mandatory Reporting Requirement:    NO 
 
 Commentary:    
 

1. TN CODE (ANNOTATED) §49-5-201:  DUTIES OF TEACHERS.  It is the duty of the teacher to:  
(A12) Observe any other rules and regulations relative to the service of teachers which may be 
made by the county board of education. 

2. TN CODE (ANNOTATED) §49-5-501:  PART DEFINITIONS.   As used in this part, unless the 
context otherwise requires, (3) ñConduct unbecoming to a member of the teaching professionò 
may consist of, but not be limited to, 1 (one) or more of the following: (3C) Dishonesty, 
unreliability, continued willful failure or refusal to pay one's just and honest debts. 

 
Classification:      FIRST OFFENSE:  RELATIVELY MINOR 
 
Progressive Discipline Recommendations:   
 

Progressive Discipline Options:   
Dishonesty (Non-Criminal / Non-Civil) 

Case Facts 1
st
 Occurrence 2

nd
 Occurrence 3

rd
 Occurrence 4

th
 Occurrence 

Mostly Mitigating Oral Warning Written Warning Official Reprimand Suspension 

Relatively Equal Written Warning Official Reprimand Suspension Dismissal 

Mostly Aggravating Official Reprimand Suspension Dismissal  

 
 
 
GROUNDS FOR EMPLOYEE DISCIPLINE IN CLAIBORNE 
COUNTY SCHOOLS - CONTINUED 
 

VIOLATIONS OF CCBOE POLICY - CONTINUED 
 

DISHONESTY (NON-CRIMINAL / NON-CIVIL) - CONTINUED 
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GROUNDS FOR EMPLOYEE DISCIPLINE IN CLAIBORNE 
COUNTY SCHOOLS - CONTINUED 
 

VIOLATIONS OF CCBOE POLICY - CONTINUED 
 

DISHONESTY (CRIMINAL / CIVIL) 
 
Definition:   Dishonesty (Criminal / Civil) is defined as any verbal lack of truthfulness or deception 

regarding a matter of interest to a federal, state or local law agency of proper jurisdiction 
and the district. 
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Examples:   Examples of Dishonesty (Criminal / Civil) include, but are not limited to, the following:  
The criminal misrepresentation of facts in some way (i.e., an act of commission) such as 
the initiation of a false report or complaint; the failure to accurately relate pertinent details 
when an employee is questioned by someone in an investigatory role (i.e., an act of 
omission) such as the issuance of false statements regarding an incident; or neglect of 
mandatory reporting responsibilities under federal, state or local law such as the failure to 
report child abuse. 

 
TN Code (Annotated) Alignment:    §37-1-403; §49-5-501 
 
CCBOE Policy Alignment #:   TN §49-5-501 (INCORPORATED BY REFERENCE) 
  
Mandatory Reporting Requirement:    VARIABLE 
 
Commentary:   
 

1. TN CODE (ANNOTATED) §37-1-403:  REPORTING OF BRUTALITY, ABUSE, NEGLECT OR 
CHILD SEXUAL ABUSE.  (A1) Any person who has knowledge of or is called upon to render aid 
to any child who is suffering from or has sustained any wound, injury, disability, or physical or 
mental condition shall report such harm immediately if the harm is of such a nature as to 
reasonably indicate that it has been caused by brutality, abuse or neglect or that, on the basis of 
available information, reasonably appears to have been caused by brutality, abuse or neglect. 

2. TN CODE (ANNOTATED) §49-5-501:  PART DEFINITIONS.   As used in this part, unless the 
context otherwise requires, (3) ñConduct unbecoming to a member of the teaching professionò 
may consist of, but not be limited to, 1 (one) or more of the following: (3B) Conviction of a felony 
or a crime involving moral turpitude; and (3C) Dishonesty, unreliability, continued willful failure or 
refusal to pay one's just and honest debts. 

 
Classification:     FIRST OFFENSE:  RELATIVELY MAJOR 
 
Progressive Discipline Recommendations:   
 

Progressive Discipline Options:   
Dishonesty (Criminal / Civil) 

Case Facts 1
st
 Occurrence 2

nd
 Occurrence 3

rd
 Occurrence 4

th
 Occurrence 

Mostly Mitigating Official Reprimand  Suspension Dismissal  

Relatively Equal Suspension Dismissal   

Mostly Aggravating Dismissal    

 
 
GROUNDS FOR EMPLOYEE DISCIPLINE IN CLAIBORNE 
COUNTY SCHOOLS - CONTINUED 
 

VIOLATIONS OF CCBOE POLICY - CONTINUED 
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GROUNDS FOR EMPLOYEE DISCIPLINE IN CLAIBORNE 
COUNTY SCHOOLS - CONTINUED 
 

VIOLATIONS OF CCBOE POLICY - CONTINUED 
 

FALSIFICATION/FAILURE TO ACCURATELY PROVIDE INFORMATION (NON-
CRIMINAL / NON-CIVIL) 
 
Definition:   Falsification/Failure to Accurately Provide Information (Non-Criminal / Non-Civil) is 

defined as any written, documentary or data-based lack of truthfulness or deception 
regarding a matter of interest to CCBOE only. 

 
Examples:   Examples of Falsification/Failure to Accurately Provide Information (Non-Criminal / Non-

Civil) include, but are not limited to, the following:  The submission of a false, misleading 
or ambiguous statement in writing; the misrepresentation of professional qualifications; 




