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1.0 INTRODUCTION

The University is committed to building and maintaining a highly committed, productive, and
customer-focused workforce to support its mission. All staff are expected to model the
University’s Catholic, Jesuit values of competency, compassion, community, conscience and
commitment by interacting with others in the spirit of collegiality, cooperation, and respect.
Supervisors are responsible for training, assisting, motivating, directing and correcting behavior
and performance of staff, including communication of management’s expectations. Where






higher expectations and the potential impact of performance management issues on the unit or
the University’s operations.

7.1 Pre-Counseling Conference

The supervisor must schedule a pre-counseling conference with the employee prior to initiating
the corrective action to ensure that an employee receives an opportunity to present information
and facts, and is not wrongfully counseled. The employee should be notified in writing of the
date, location, and the purpose of the pre-counseling conference in advance of the meeting if
possible. If advance written notice is not possible, a written notice describing the basis for the
proposed corrective action and other information about the conference must be presented to the
employee when the conference is held.

7.2 Written Warning

A Performance Improvement Memorandum, should be used to initiate progressive discipline to
address performance management issues when they arise and whenever an employee receives an
overall performance evaluation of “Does Not Meet Expectations.” The Performance
Improvement Memorandum must contain the following information:

a description of the specific performance management issue; the most recent incident and
when it occurred;

impact of issue on the department and the University; obtain employee’s feedback;
previous actions taken to correct the problem (if applicable), expectations and acceptable
standards of performance;

coaching and steps to change behavior or improve performance; action steps to be taken
by employee;

action steps to be taken by the supervisor;

a clear statement regarding future disciplinary actions if unsatisfactory behavior or
performance is not corrected.

Typically, a Performance Improvement Memorandum is issued and discussed with the employee
in private conference with the supervisor. A copy of the memorandum should be given to the
employee and a copy placed in the employee’s official personnel record in Human Resources.
Progressive discipline that notifies the employee that further performance management issues
may result in discharge is commonly referred to as a final warning. An employee who receives a
second Performance Improvement Memorandum within a twelve (12) month period or an overall
performance evaluation of “Does Not Meet Expectations” will be deemed to be on a final
warning, unless the magnitude of the behavior or the performance issues support discharge.
Supervisors may seek assistance from Human Resources prior to giving an employee a written
warning. Human Resources must approve any final warning before it is issued.

7.3 Suspension

Employees may be suspended without pay for misconduct or policy violations which are serious
enough to warrant suspension. The duration of the suspension should be commensurate with the



severity of the conduct or violation. Typically the employee is informed of the suspension in
private conference with his or her supervisor and other appropriate levels of supervision. The
employee is given a letter detailing the basis for the action which specifies: the length of the
suspension (beginning and ending dates) and should contain the information in the written
warning as outlined above in Section 7.2.

Suspensions are not to be used for any employee who has already received a final warning.
Human Resources must be involved in any suspension decision. Generally, a written warning or
suspension that is more than twelve months old will not be considered when administering future
corrective counseling. However, such work history may be considered in instances where a
pattern of unsatisfactory behavior or performa



Staff members who have successfully completed their orientation period and who feel that a
Performance Improvement Memorandum was not consistent with University or departmental
policy or practice have the right to appeal the action through the University’s Grievance Policy.
Employment actions involving a suspension or discharge can be appealed through the


http://www.slu.edu/human-resources-home/policies/equal-employment-opportunity-and-affirmative-action-policy
http://www.slu.edu/human-resources-home/policies/staff-peer-review-policy
http://www.slu.edu/human-resources-home/policies/staff-grievance-policy

