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Ethics, Conduct, Work Rules & Etiquette 

Effective Date: 7/1/2008 

 

The successful business operation and reputation of Westminster College is built upon the principles of 

fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires 

careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous 

regard for the highest standards of conduct and personal integrity. 

 

The continued success of Westminster College is dependent upon trust and we are dedicated to preserving 

that trust. Student employees owe a duty to Westminster College to act in a way that will merit the 

continued trust and confidence of the public. 

 

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines 

of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, 

the matter should be discussed openly with your immediate supervisor and, if necessary, with the Human 

Resources Office for advice and consultation. 

 

To ensure orderly operations and provide the best possible work environment, Westminster College 

expects employees to follow rules of conduct that will protect the interests and safety of all employees 

and the organization. 

 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The 

following are examples of infractions of rules of conduct that may result in disciplinary action, up to and 

including termination of employment: 

 

 * Theft or inappropriate removal or possession of property  

 * Falsification of timekeeping records  

 * Working under the influence of alcohol or illegal drugs  

 * Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on 

duty, or while operating employer-owned vehicles or equipment  

 * Fighting or threatening violence in the workplace  

 * Boisterous or disruptive activity in the workplace  

 * Negligence or improper conduct leading to damage of employer-owned or customer-owned property  

 * Insubordination or other disrespectful conduct  

 * Violation of safety or health rules  

 * Smoking in prohibited areas  

 * Sexual or other unlawful or unwelcome harassment  

 * Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace  

 * Excessive absenteeism or any absence without notice  

 * Unauthorized absence from work station during the workday  

 * Unauthorized use of telephones, mail system, or other employer-owned equipment  

 * Violation of personnel policies  

 * Unsatisfactory performance or conduct  
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Westminster College strives to maintain a positive work environment where employees treat each other 

with respect and courtesy. Sometimes issues arise when student employees are unaware that their  

 

 

behavior in the workplace may be disruptive or annoying to others. Many of these day-to-day issues can 

be addressed by politely talking with a co-worker to bring the perceived problem to his or her attention. In 

most cases, common sense will dictate an appropriate resolution. Westminster College encourages all 

employees to keep an open mind and graciously accept constructive feedback or a request to change 

behavior that may be affecting another employee's ability to concentrate and be productive. 

 

Attendance and Punctuality 
Effective Date: 7/1/2008 

 

To maintain a safe and productive work environment, Westminster College expects student employees to 

be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden 

on other employees and on Westminster College. In the rare instances when employees cannot avoid 

being late to work or are unable to work as scheduled, they should notify their supervisor as soon as 

possible in advance of the anticipated tardiness or absence. 

 

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and 

including termination of employment. 

 

 

 

Personal Appearance 

Effective Date: 7/1/2008 

 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 

the business image Westminster College presents to the community. 

 

During business hours or when representing Westminster College, you are expected to present a clean, 

neat, and tasteful appearance. You should dress and groom yourself according to the requirements of your 

position and accepted social standards. 

 

Your supervisor or department head is responsible for establishing a reasonable dress code appropriate to 

the job you perform. If your supervisor feels your personal appearance is inappropriate, you may be asked 

to leave the workplace until you are properly dressed or groomed. Under such circumstance, you will not 

be compensated for the time away from work. Consult your supervisor if you have questions as to what 

constitutes appropriate appearance. Where necessary, reasonable accommodation may be made to a 

person with a disability. 
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Resignation 

Effective Date: 7/1/2008 

 

Resignation is a voluntary act initiated by the employee to terminate employment with Westminster 

College. Although advance notice is not required, Westminster College requests at least 2 weeks' written 

resignation notice from all student employees. 

 

 

 

Personal Relationships in the Workplace  

 

Effective Date: 7/1/2008 

 

The employment of relatives or individuals involved in a dating relationship in the same area of an 

organization may cause serious conflicts and problems with favoritism and employee morale. In addition 

to claims of partiality in treatment at work, personal conflicts from outside the work environment can be 

carried over into day-to-day working relationships. 

 

For purposes of this policy, a relative is any person who is related by blood or marriage, or whose 

relationship with the employee is similar to that of persons who are related by blood or marriage. A dating 

relationship is defined as a relationship that may be reasonably expected to lead to the formation of a 

consensual "romantic" or sexual relationship. This policy applies to all employees without regard to the 

gender or sexual orientation of the individuals involved.  

 

Relatives of current employees may not occupy a position that will be working directly for or supervising 

their relative. Individuals involved in a dating relationship with a current employee may also not occupy a 

position that will be working directly for or supervising the employee with whom they are involved in a 

dating relationship. Westminster College also reserves the right to take prompt action if an actual or 

potential conflict of interest arises involving relatives or individuals involved in a dating relationship who 

occupy positions at any level (higher or lower) in the same line of authority that may affect the review of 

employment decisions.  

 

If a relative relationship or dating relationship is established after employment between employees who 

are in a reporting situation described above, it is the responsibility and obligation of the supervisor 

involved in the relationship to disclose the existence of the relationship to management. The individuals 

concerned will be given the opportunity to decide who is to be transferred to another available position. If 

that decision is not made within 30 calendar days, management will decide who is to be transferred or, if 

necessary, terminated from employment. 

 

In other cases where a conflict or the potential for conflict arises because of the relationship between 

employees, even if there is no line of authority or reporting involved, the employees may be separated by 

reassignment or terminated from employment. Employees in a close personal relationship should refrain 

from public workplace displays of affection or excessive personal conversation. 
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Conflicts of Interest 

Effective Date: 7/1/2008 

 

Student employees have an obligation to conduct business within guidelines that prohibit actual or 

potential conflicts of interest. This policy establishes only the framework within which Westminster 

College wishes the business to operate. The purpose of these guidelines is to provide general direction so 

that student employees can seek further clarification on issues related to the subject of acceptable 

standards of operation. Contact the Human Resources Office for more information or questions about  

 

conflicts of interest. 

 

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision 

that may result in a personal gain for that employee or for a relative as a result of Westminster College's 

business dealings. For the purposes of this policy, a relative is any person who is related by blood or 

marriage, or whose relationship with the employee is similar to that of persons who are related by blood 

or marriage. 

 

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However, 

if employees have any influence on transactions involving purchases, contracts, or leases, it is imperative 

that they disclose to an officer of Westminster College as soon as possible the existence of any actual or 

potential conflict of interest so that safeguards can be established to protect all parties. 

 

Personal gain may result not only in cases where an employee or relative has a significant ownership in a 

firm with which Westminster College does business, but also when an employee or relative receives any 

kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings 

involving Westminster College. 

 

 

 

Outside Employment 
Effective Date: 7/1/2008 

 

A student employee may hold a job with another organization as long as he or she satisfactorily performs 

his or her job responsibilities with Westminster College. All student employees will be judged by the 

same performance standards and will be subject to Westminster College's scheduling demands, regardless 

of any existing outside work requirements. 

 

If Westminster College determines that a student employee's outside work interferes with performance or 

the ability to meet the requirements of Westminster College as they are modified from time to time, the 

student employee may be asked to terminate the outside employment if he or she wishes to remain 

employed with Westminster College. 

 

Outside employment will present a conflict of interest if it has an adverse impact on Westminster College. 
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Drug and Alcohol Use 

Effective Date: 7/1/2008 

 

It is Westminster College's desire to provide a drug-free, healthful, and safe workplace. To promote this 

goal, student employees are required to report to work in appropriate mental and physical condition to 

perform their jobs in a satisfactory manner.  If your supervisor feels your ability to work is impaired or 

that you are under the influence of drugs or alcohol, you may be asked to leave the workplace. 

 

While on Westminster College premises and while conducting business-related activities off Westminster 

College premises, no student employee may use, possess, distribute, sell, or be under the influence of  

 

 

alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it does not impair 

a student employee's ability to perform the essential functions of the job effectively and in a safe manner 

that does not endanger other individuals in the workplace. 

 

Violations of this policy may lead to disciplinary action, up to and including immediate termination of 

employment. These incidences may also be referred to the Dean of Students office for possible student 

code of conduct violations.  Such violations may also have legal consequences.   

 

Employees with questions or concerns about substance dependency or abuse are encouraged to discuss 

these matters with their supervisor to receive assistance or referrals to appropriate resources in the 

community or on campus. 

 

Westminster may at its discretion require you to undergo drug or alcohol testing.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Westminster College 
Westminster College Student Employment Handbook 

 
 

Westminster College Student Employment Handbook 
 
 

 

 

 

Safety 

Effective Date: 7/1/2008 

 

To assist in providing a safe and healthful work environment for student employees and visitors, 

Westminster College has established a workplace safety program. This program is a top priority for 

Westminster College. The Safety Office has responsibility for implementing, administering, monitoring, 

and evaluating the safety program. Its success depends on the alertness and personal commitment of all. 

 

Westminster College provides information to student employees about workplace safety and health issues 

through regular internal communication channels such as supervisor-employee meetings, bulletin board 

postings, memos, or other written communications. 

 

Each student employee is expected to obey safety rules and to exercise caution in all work activities. 

Student employees must immediately report any unsafe condition to the appropriate supervisor. Student 

employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to 

report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and 

including termination of employment. 

 

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, 

employees should immediately notify the Human Resources Office or the appropriate supervisor. Such 

reports are necessary to comply with laws and initiate insurance and workers' compensation benefits 

procedures. 

 

 

 

Use of Equipment and Vehicles  
Effective Date: 7/1/2008 

 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to 

replace. When using property, student employees are expected to exercise care, perform required 

maintenance, and follow all operating instructions, safety standards, and guidelines. 

 

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, 

defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs could 

prevent deterioration of equipment and possible injury to employees or others. The supervisor can answer 

any questions about a student employee's responsibility for maintenance and care of equipment or 

vehicles used on the job. 

 

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as 

well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and 

including termination of employment. 
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Progressive Discipline 

Effective Date: 7/1/2008 

 

The purpose of this policy is to state Westminster College's position on administering equitable and 

consistent discipline for unsatisfactory conduct in the workplace. 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. 

 

Westminster College's own best interest lies in ensuring fair treatment of all 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 Westminster College is based on mutual consent and both the student 

employee and Westminster College have the right to terminate employment at will, with or without cause 

or advance notice, Westminster 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. There may be circumstances when one or more steps are bypassed. 

 

Progressive discipline means that, with respect to most disciplinary problems, these steps will normally 

be followed: a first offense may call for a verbal warning; a next offense may be followed by a written 

warning; another offense may lead to a suspension; and, still another offense may then lead to termination 

of employment. 

 

Westminster College recognizes that there are certain types of employee problems that are serious enough 

to justify either a suspension, or, in extreme situations, termination of employment, without going through 

the usual progressive discipline steps.  

 

While it is impossible to list every type of behavior that may be deemed a serious offense, the Ethics, 

Conduct, Work Rules & Etiquette policy includes examples of problems that may result in immediate 

suspension or termination of employment. However, the problems listed are not all necessarily serious 

offenses, but may be examples of unsatisfactory conduct that will trigger progressive discipline. 

 

By using progressive discipline, we hope that most employee problems can be corrected at an early stage, 

benefiting both the student employee and Westminster College. 

 

 

 

 


