
 
Policy Name: Progressive Discipline for Staff/Faculty  

 

 
Marian University 

    Progressive Discipline for Staff/Faculty  
 
Originated Date: Unknown 
 
Review Date: 01/27/2016 
 
Revised Date: 
 
 
Policy Statement: 
 

Progressive Discipline for Staff 

Marian University supports the use of a progressive discipline system.  Depending on the seriousness of the 
performance deficiency or nature and severity of the misconduct, the University reserves the right to impose 
the level of discipline it deems appropriate, up to and including termination of employment.  

Supervisors may use a variety of performance notices and corrective action as needed to address the specific 
nature of each problem professionally and constructively.  Consideration should be given to all factors in 
determining the appropriate action in response to unsatisfactory performance or behaviors.  The use of the 
performance notice and/or corrective action notice does not affect the at-will status of the staff member.  The 
goal is to identify and resolve problems as early as possible through timely and effective communication and 
collaboration with the employee. 

Verbal Warning/Performance Notice   

The initial notice is normally a verbal discussion between the supervisor and employee in which the supervisor 
informs the employee of the specific incident or occurrence involving unsatisfactory performance or 
inappropriate behavior.  This should be done at the earliest possible opportunity.  The intent of a performance 
notice is to address the problem before it becomes more serious or prolonged.  The supervisor should 
document the discussion and retain the documentation in a confidential department file.  

Written Warning/Corrective Action Notice  

A written warning may be given for more serious or repetitive incidents of unsatisfactory performance or 
inappropriate behavior and is normally implemented after a verbal warning failed to correct the problem. 
However the written warning may be implemented without a verbal performance notice. The written warning 
is signed by the supervisor and the employee.  The supervisor should document the corrective action notice 
and/or performance improvement plan; and maintain the documentation in a confidential department file.  A 
copy is sent to the employee and to the Office of Human Resources for the official personnel file.  

https://my.marianuniversity.edu/OfficesAndServices/hr/Documents/Performance%20Improvement%20Plan.doc


 
The corrective action notice should describe the details of the problem, (i.e. performance deficiencies, 
unacceptable behavior, conduct, interpersonal conflicts, etc.), expectations for improvement, actions steps the 
employee and supervisor will use, time lines, and consequences.    

Corrective Action Steps: 

1) Identify the Problem 
2) Assess and clarify scope of the problem 
3) Establish clear performance or conduct expectations 
4) Work with employee to identify appropriate actions/resources to correct the problem 
5) Clarify and communicate consequences if the problem is not corrected 
6) Communicate regularly regarding progress 

 

Suspension or Decision-Making Leave 

Suspension involves relieving an employee from work with or without pay for disciplinary reasons or during 
an investigation into possible misconduct.  The decision is made by the supervisor and the Director of Human 
Resources, with approval of the appropriate vice president or senior executive.    

Decision-making leave involves relieving an employee from work with pay for up to three days to provide a 
cooling-off period and/or time for reflection.    

Termination of Employment 

If the performance improvement plan is unsuccessful or the problem or misconduct is so severe that a 
corrective notice and improvement plan are impractical, an employee may be terminated.  The decision is 
made by the supervisor and the Director of Human Resources, with approval of the appropriate vice president 
or senior executive.   

 

Progressive Discipline of Faculty  

1. Discharge for cause should, in normal circumstances, be preceded by a written admonition by the 
appropriate administrative officer describing the alleged problem and warning that the faculty 
member's contract status is in jeopardy. The warning must also stipulate a period of time within 
which correction of the alleged problem is expected. If the faculty member does not contest the 
allegation and fulfills his/her duties, the matter is settled. If the faculty member fails to correct the 
negligence, dismissal procedures or a lesser sanction may be applied.  

2. Actions resulting in Action Short of Dismissal and Progressive Discipline of Faculty Members are 
grievable through the procedures found in the Grievance Policies and Procedures of the Faculty 
Handbook.  

 


