Administrative Employee Progressive Discipline and
Procedure 400.117 Accou ntablllty

September 2023

Background

Employees are generally committed to meeting expectations and performing their
duties effectively. However, there are instances where the Division must address issues
arising from an employee's conduct or performance. In handling these matters, the
Division follows a philosophy of progressive discipline, except in cases where
immediate termination is warranted due to severe misconduct.

Progressive discipline aims to address conduct or performance issues early on, with the
hope that the employee will make necessary improvements and prevent the need for
further disciplinary action. This approach aligns with the Division's mission and belief
statements, providing guidance and support to employees while ensuring accountability.

The goal of progressive discipline is to facilitate clear communication about areas for
improvement, develop plans to enhance the employee's ability to meet responsibilities,
and establish accountability for meeting expectations.

To facilitate this process, the Division has established reasonable procedures for
supervisors to identify and address employee-related problems. This Human Resources
Procedure applies to any conduct that requires discipline as determined by Prairie Land
Public School Division. While no disciplinary policy can address every situation, the
Division takes a comprehensive approach and considers all relevant factors before
making disciplinary decisions.

Typically, employee conduct leading to discipline arises from unacceptable behavior,
poor performance, or violations of procedures or practices.

Procedures

1. This Human Resources Procedure applies to all employees who work for the
Division.
2. In the event that an employee violates Division Procedures or exhibits problematic

behaviour, in most circumstances the Division will consider implementing
progressive discipline.

3. This Human Resources Procedure in no way impedes the supervisor, Chief Deputy
Superintendent or Superintendent from taking any action, disciplinary or
administrative measure or exercising any right or power where employment related
action is warranted.

4. The steps in the process of progressive discipline are:
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1) Verbal Discussion where expectations will be clarified verbally when a problem
is identified.

2) Letter of Expectation: Outlines expectations for improvement or behavior
change within a specified timeframe.

3) Letter of Reprimand: Formally notifies an employee of unsatisfactory
performance or behavior and warns of potential consequences if improvements
are not made.

4) Letter of Suspension: Informs an employee of a temporary suspension from
work due to serious misconduct or repeated violations of policies.

5) Termination Letter: Officially notifies an employee of the termination of their
employment due to continued failure to meet expectations or serious
misconduct.

5. While Prairie Land Public School Division will generally take disciplinary action in a
progressive manner, it reserves the right, in its sole discretion, to decide whether
and what disciplinary action will be taken in a given situation.

6. No decision made under this Human Resources Procedure is appealable to the
Board unless a grievance procedure is outlined and applicable for staff in their
Collective Agreements.

Reference: Sections 33, 52, 53,68, 197, 204, 213, 214, 214.1, 215, 222 and 225
Education Act
Employment Standards Code
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