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O. Non-Solicitation Guideline

The College prohibits solicitation and distribution on its premises or through campus mail by 
non-employees and permits solicitation and distribution by employees only as outlined below: 

o The College limits solicitation and distribution on its premises because, when left
unrestricted, such activities can interfere with the normal operations of the College, can
be detrimental to efficiency, can be annoying, and can pose a threat to security.

o All managers are responsible for administering this guideline and for enforcing its
provision.

o Persons who are not employed by the College are prohibited from soliciting funds or
signatures, conducting membership drives, posting, distributing literature or gifts, offering
to sell or to purchase merchandise or services (except by representative of suppliers
properly identified), or engaging in any other solicitation, distribution, or similar activity on
College premises.

o The College may authorize a limited number of fund drives by employees on behalf of
charitable organizations or for employees’ gifts.

o The College will permit employees to engage in solicitation or distribution of literature for
any group or organization, including charitable organizations, with the following
guidelines:

 The sale of merchandise is limited to College functions and activities.

 Solicitation and distribution of literature with appropriate approval should not
interfere with working time of either the employee making the solicitation or
distribution, or the targeted employee. The term “working time” does not include
an employee’s authorized lunch or rest periods or other time when the employee
is not required to be working.

P. Grievance Procedure

A grievance is defined as any feeling of personal injustice which an employee 

has concerning the employment relationship.     

When a grievance procedure is initiated by faculty/staff, they are recognizing the authority of the 

College and are voluntarily submitting themselves to College channels and authority in the 

search for the solution to their grievance. Therefore, any extra College process throughout the 

duration of this procedure would be out of harmony with this objective.  

1. An employee who has a grievance should discuss the issue(s) with his/her immediate
supervisor within five (5) business days.

Appendix 2.6B



  Human Resources Handbook 

 

 

 31  

2. If an employee is not satisfied with the response of his/her supervisor, the employee 
may seek assistance through the normal line of authority or from the Human Resources 
Department within the next five (5) business days.  

 
3. If an employee is still not satisfied, he/she may request in writing that the problem(s) be 

considered by the Executive Committee or the President's Cabinet and may request a 
meeting to present his/her position.  

 

4. If the grievance has not been resolved at this point, an employee may request that the 
Board of Governors consider the case. The employee must present his/her position in 
writing within five (5) business days of the last response.  A request may be made to 
appear before the Board of Governors to present the statement. The decision of this 
body will be final and binding. 
 

Q. Disciplinary Procedures 

There are four (4) steps of recourse available to the administration whenever the policies, 

regulations, and guidelines of the College are ignored or violated.  At each stage in the process, 

a plan for change of behaviour may be developed to monitor progress towards compliance with 

the relevant policy, regulation or guideline.  The College will typically follow the steps outlined in 

due process but reserves the right to bypass them in cases of misconduct that merits doing so. 

The four (4) steps of recourse are as follows:  

1. Oral reprimand (noted) 
2. Written reprimand  
3. Suspension (1 week) 
4. Dismissal  

 
The President may suspend a member of the faculty/staff for gross neglect of duty or 

misconduct to injure the reputation of the College. The following reasons for suspension may 

also be interpreted under the foregoing:  

1. Gross neglect of duty  
2. Misconduct calculated to injure the reputation of the College  
3. Incompetence  
4. Illegal possession and/or misuse of drugs  
5. Sexual misconduct including sexual offences under BVI law and sexual harassment as 

defined in this Handbook 
6. Violation of work rules as laid down by management  
7. Falsification of records  
8. Gross insubordination  
9. Breach of confidentiality 
10. Conflict of interest  
11. Discrimination of any kind whether sexual, racial, philosophical, or otherwise 
12. Dishonesty 

 


