SOUTHWESTERN OREGON COMMUNITY COLLEGE

HR PROCEDURES-Disciplinary Procedures

DISCIPLINARY PROCEDURES
Southwestern Oregon Community College has established standards of disciplinary action.  Violation of the established standards of employee conduct may result in disciplinary action, up to and including discharge from Southwestern Oregon Community College.

This procedure applies to all Southwestern Oregon Community College employees.

This procedure statement contains the established guidelines for disciplinary action.  The four steps in progressive disciplinary action are: 1) verbal warning, 2) written warning, 3) suspension, and 4) termination.

The purpose of corrective supervision and progressive discipline is to correct and resolve employee performance problems while treating the employee as a productive member of the staff.  The purpose of disciplinary action is not to punish the employee.  If employee performance problems continue, the ultimate severing of the employment relationship must be handled in a legal and business-like manner.

All employees should be thoroughly oriented to their positions and should understand standards of performance, job expectations and their specific tasks and responsibilities.  An employee may not be aware of certain facts that the supervisor considers common knowledge.  Employees should understand their status and the rules and regulations regarding employee conduct, attendance, hours of work, leaves of absence, and salary.

A supervisor should be able to explain the rules and regulations in a reasonable and understandable way.  All rules should apply to all employees consistently and fairly.  Corrective action should match or equal the infraction.  The purpose of disciplinary action is to correct the situation, not to punish the employee or cause a new problem.  Do not let problems build up.  Delaying action wastes time and may imply a flexibility of the rules that does not exist.

Prior to any action being taken, the supervisor must hear the employee’s side of the story.  This is essential to the supervisor’s decision as to what course of action will be selected or recommended.

Prior to meeting with the employee, the supervisor should review the following steps to determine if disciplinary action is justified:

A. Do you have all the necessary information concerning the incident/situation?

1. What rule/policy/procedure/standard was violated?

2. Are you confident that the employee was aware of the rule/policy/procedure/standard?

3. Where and when did it happen?

4. Are there witnesses?

5. Are there extenuating circumstances?

B. What is the employee’s performance and behavior history?

C. Has the rule/policy/procedure/standard been fairly enforced for others in the past?  Is this a new enforcement?  What is the department policy/practice?

D. How serious is the infraction on its own merits?

Any action taken must be well documented, if possible.  The documentation must include all of the circumstances involved and a record of your actions and its results.  Consider the action you take from the employee’s point of view of the situation.

The following are examples of methods of disciplinary action that may be taken.  In determining the most appropriate action to take, all circumstances must be considered.

Informal disciplinary action usually precedes any formal action.  The supervisor, in a non-threatening but serious manner, informs the employee that his/her performance is not satisfactory and what must be done to make it satisfactory.  The supervisor documents the conversation including the date and substance of the conversation.  All informal discussions should be conducted in private and should be specific.  The act is to be criticized—not the person.  Give the employee an opportunity to plan a course of action to correct the problem.  Let the employee know that you have confidence in his/her ability to correct the problem.

If such a session does not correct the situation then a more severe action may be considered.  The supervisor may seek formal disciplinary action, such as a verbal warning.


At this stage of the disciplinary procedure, formal disciplinary action, the employee needs to be told that he/she has the right to have his/her bargaining representative present for any questioning about the incident(s) or during the verbal warning, or subsequent warnings.  It is critical that the employee be represented during formal disciplinary action.  The employee can ask for union representation at any stage of disciplinary action. The Director of Human Resources should be contacted to assist in the preparation of the verbal warning.
The verbal warning must contain the following elements:

1. A clear statement of the problem

2. A review of previous informal discussions

3. A statement of what performance, change, or behavior is expected of the employee

4. It may contain statements as to what the employee has verbally agreed to do

5. An indication that a record of the verbal warning will be written down, dated, and included in the employee’s personnel file

If the employee does not improve or correct the problem after the verbal warning, then the second step in formal disciplinary action is the written warning.  At this point in the disciplinary process, the employee may realize the seriousness of the problem and the possible consequences of his/her action and correct the situation.

The written warning must contain the following elements:

1. A clear statement of the problem

2. A record of the verbal discussions or verbal warnings
3. A statement of the action required or expectation of performance required immediately from the employee

4. The consequences of continued problems

5. An indication that a copy of this written warning will be placed into the employee’s personnel file

In your discussion with the employee regarding this written warning, you should again solicit a corrective action plan.  Have the employee write the plan down and suggest they use it for future reference.  The Director of Human Resources should be contacted to assist in the preparation of the written warning.

If the employee does not improve or correct the problem after one written warning (or more if appropriate), the supervisor may seek further disciplinary action.  The third step in progressive discipline is a final written warning and suspension without pay for an appropriate number of days.  In determining the appropriate number of days for a suspension, all factors must be considered.  The rule of thumb for the length of a suspension is between three and five days.  The suspension is to be documented, referencing the dates that the suspension is to begin and to end.  The recommendation for the suspension is prepared in writing by the supervisor and submitted to the appropriate administrative person and to the Director of Human Resources.

If the situation is not corrected, the supervisor should request the fourth step in the progressive disciplinary process, termination.  This request should also be processed through the appropriate administrative person who will work with the Director of Human Resources in gathering the necessary documentation.  The appropriate Vice President or the President will make any final decision about termination.

The progressive disciplinary procedure is one which requires careful attention to detail and to documentation.  The Just Cause Standards must be met:

1. Was the employee adequately warned of the consequences of his/her conduct?

2. Did management investigate before administering the discipline?

3. Was the investigation fair and objective?

4. Did the investigation produce substantial evidence of proof of guilt?

5. Were the rules, orders and penalties applied even-handedly and without discrimination?

6. Was the penalty reasonably related to the seriousness of the offense and the employee’s past record?

Not withstanding the foregoing procedures, formal disciplinary action may be taken at any time or step depending upon the totality of the circumstances.
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