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Section 2: EMPLOYMENT STANDARDS

PERFORMANCE STANDARDS
Delgado Community College has made a commitment to students and to the community to provide the
best service possible. In order to achieve this goal, the College has established certain standards that
should help employees meet this commitment. While employed with the College, an employee should
follow these guidelines. When an employee fails to meet these guidelines, a supervisor may choose to
take disciplinary action. The guidelines should not be construed as complete and the employee should
understand that additional standards may be expected.

ATTENDANCE
Work Week
The employee must be present, on the job, for every scheduled workday. Delgado Community
College can only operate at optimum efficiency when every employee understands the value of
his/her position and accepts this responsibility.
Classified and Unclassified Staff Members
Full-time classified and unclassified staff salaries are based on a 40-hour work week and such
employees are expected to be productive on College business during this period.
Teaching Faculty Members
Policy information on work hours, course load, office hours, and college obligations for full-time
faculty are outlined in the College’s Workload Requirements for Full-Time Faculty policy.
Flexible Time
From time to time it may be in the best interest of the College for an employee to work hours that
are different from the established work week. In these instances, flexible time arrangements may
be negotiated on a case-by-case basis between the supervisor and the employee.
Absence
There are two categories of absence: planned and unplanned.
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A planned absence must be approved in advance. Planned absences occur when an employee
takes vacation, jury duty, leave of absence, compensatory time, or other scheduled absences.
Because these absences must be pre-approved by a supervisor, they are generally considered
excused. A planned absence may be paid or unpaid.
An unplanned absence is usually an absence due to illness, injury, or emergency. In the event of
a need for an unplanned absence, an employee should contact his/her supervisor immediately. A
supervisor will determine if an unplanned absence is excused, unexcused, paid, or unpaid.
If the employee fails to contact his/her supervisor about an unplanned absence within a
reasonable amount of time or if the reason for absence is unacceptable to the supervisor, then the
absence is unexcused and therefore unpaid.
When an employee has an unplanned absence for illness or injury that lasts more than three (3)
consecutive days, the employee may be required to provide the supervisor with a medical release
from the attending physician stating that the employee is fit to resume regular duties. The
supervisor can request a doctor's note from the employee at any time.
Excessive Absence
Unplanned absences can occur with such frequency as to become unacceptable. An employee
who has excessive unplanned excused absences will be counseled by his/her supervisor, and an
employee who has an unplanned unexcused absence will be counseled by the supervisor
immediately upon returning to work.
PUNCTUALITY
All employees must adhere to their department's standard office hours. An employee is considered tardy
is he/she is not at his/her work station, ready to work, by the scheduled time, if an employee is aware that
he/she is going to be tardy (i.e., oversleeping) then a call to the supervisor is necessary.
An employee is expected to return from lunch or a break in a timely manner. Breaks are given at the
discretion of the supervisor and vary by department or area in which an employee works.
Lunch periods should not exceed the normal time allowed nor should forfeiture of breaks or the lunch
period be used to arrive late or leave early. Unexcused tardiness from lunch will result in an employee
being counseled by his/her supervisor.
TIME AND ATTENDANCE RECORDS
Time and attendance for all Delgado employees will be reported on Bi-Weekly time and Attendance
Record forms. Both employee and supervisor will sign this report certifying the correctness of the
entries. The Payroll Office will maintain the official copy of all time and attendance records.
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CARE
An employee is responsible for taking the greatest care in completing all work accurately. Negligence in
the performance of an employee's tasks, dealings with fellow employees, visitors, students or College
property displays a blatant disregard for one's work.
REPORTING TO WORK IN AN ACCEPTABLE CONDITION
The employee must report to work in an acceptable condition. All employees should report to work well
groomed and dressed appropriately for their department. All employees should show a willingness and
ability to perform their job duties in an alert manner. An employee who does not report to work in an
acceptable manner will be counseled by his/her supervisor.

STANDARDS OF CONDUCT
The employees of Delgado Community College should always conduct themselves in a dignified and
professional manner and must meet the requirements of the LCTCS Code of Conduct policy. Behavior
which is incompatible with the mission and goals of the College will not be tolerated.
The following is a list of activities that violate accepted norms to such a degree that they may necessitate
separation from employment. All cases involving any of these activities will be reviewed by the
Assistant Vice Chancellor for Human Resources on an individual basis to determine what action will be
taken.
Theft
Employees should not take the property of other employees, students, visitors, or the College.
Fighting
Fights that take place on the Campus of Delgado Community College will not be tolerated. Self
defense is not regarded as a valid excuse for fighting unless it is evident that this is the only way
to escape serious physical harm. Fighting includes inciting, provoking, or instigating fights.
Misrepresentation or Falsification of Records
The misuse of employee status or intentional falsification of statements made on the employment
application and/or records will not be tolerated. Employees who intentionally misrepresent their
attendance on time sheets have committed fraud. Any collaboration by employees to
misrepresent or falsify records will be subject to disciplinary action.
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Insubordination
An employee is expected to carry out all legitimate or valid orders or requests made by his/her
supervisor. An employee who willfully refuses to perform duties as designated by his/her
supervisor or who intentionally displays a lack of respect by word or action may be considered
insubordinate.
Violations of Law
Any on-campus violations of criminal statutes of the city, state, parish or federal government will
not be tolerated.
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