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Policy: 

  

MICA’s progressive discipline policy and procedure is designed to provide a structured corrective action 

process to improve and prevent a recurrence of both performance and behavioral issues.  It has been 

designed consistent with our core values, HR best practices, and employment laws.  The policy does not 

constitute an employment contract.  

This policy applies to all staff employees, including full-time, part-time, temporary, and casual.  This 

policy does not apply to faculty employees who are subject to discipline provisions included in the faculty 

handbook. 

This policy will be implemented and progressive discipline will be administered in a non-discriminatory 

manner and without consideration of an employee’s actual or perceived membership in a protected class, 

including race, color, sex, pregnancy, religion, creed, ethnicity, national origin (including ancestry), 

physical or mental disability, age, marital status, sexual orientation, gender, gender identity, perceived 

identity (including appearance), veteran or military status (including special disabled veteran, Vietnam-

era veteran, or recently separated veteran), predisposing genetic characteristics, or any other protected 

status. 

Outlined below are the steps of MICA’s progressive discipline policy and procedure.  Under normal 

circumstances, MICA endorses a policy of progressive discipline in which it attempts to provide 

employees with notice of areas for improvement and an opportunity to improve.  However, MICA retains 

the right to administer discipline in any manner it deems necessary depending upon the facts of each 

situation and the nature of the concern.  MICA may consider the severity of the offense, the employee’s 

job performance, prior violation of work rules and policies, the impact of the employee’s behavior on the 

institution, and other relevant circumstances in determining the appropriate discipline. Progressive 

disciplinary actions are cumulative and may result in more serious action to correct performance and/or 

behaviors. Therefore, if more than one situation and/or behavior require correction, a more advanced step 

of progressive discipline may be warranted. 



Any violation of MICA’s Standards of Conduct or other policies as described in its institutional policies 

or Employee Handbook may lead to corrective or disciplinary action.  The following is a non-exhaustive 

list of conduct that may violate those policies and result in corrective or disciplinary action: 

● Any violation of the Employee Handbook 

●  Any violation of the Equal Opportunity, Harassment, and Non-discrimination policy 

● Bullying 

● Workplace Violence 

● Falsifying records 

● Engaging in fraud or theft 

● Removing employer property from the premises without authorization 

● Poor attendance, including being habitually tardy, leaving early, or being absent 

● Engaging in poor timekeeping 

● Fighting or horseplay on employer premises at any time 

● Being under the influence of alcohol or illegal drugs (including abuse of otherwise lawful 

drugs) on the employer’s premises 

● Being insubordinate 

● Using or abusing employer time, property, materials, or equipment without authorization 

● Gambling on employer premises at any time 

● Sleeping on the job 

● Using profane language on employer premises 

● Bringing dangerous or unauthorized weapons onto employer premises 

● Engaging in criminal activity 

● Violating or abusing employer policies 

● Neglecting job duties 

This policy is not intended to restrict communications or actions protected or required by state or federal 

law. 

  

Procedure: 

  

For employees who have successfully completed their 90-day probationary period, unacceptable work 

performance and/or behavior will typically be addressed according to the following progressive 

disciplinary procedure.  However, for serious performance and behavioral concerns, MICA may skip any 

of the following steps as it deems appropriate, including moving to immediate termination of 

employment. 

  

1. Counseling and Verbal Warning (used for performance and behavioral concerns):  When an 

employee commits an infraction of a work rule or any other behavior that necessitates correction, 

the employee’s supervisor shall meet with the employee privately and clearly explain the 

behavior/work performance concern, state what the acceptable standard is, and encourage the 

employee to improve.  The supervisor may offer additional support and referrals, if appropriate, 

https://www.mica.edu/mica-dna/policies/institutional-policies/affirmative-action-2/affirmative-action/
https://www.mica.edu/mica-dna/policies/institutional-policies/affirmative-action-2/affirmative-action/


to assist the employee in identifying and overcoming potential barriers to performance.  A written 

record of the meeting shall be kept by the supervisor.  It is recommended that the supervisor 

email a summary of the conversation to the employee.  The employee will be notified that a 

verbal warning is the first step in the progressive disciplinary procedure. 

 

2. Performance Improvement Plan (used for performance concerns): The College is 

committed to providing all employees with the opportunity to improve their work performance 

in order to continue successful employment at the College.  In the event an employee fails to 

consistently meet performance expectations, a supervisor may elect to place the employee on a 

performance improvement plan (PIP).  The PIP is a short term plan which outlines expectations 

for improvement of work performance within a specified period of time –usually four to twelve 

weeks.  Supervisors must work with Human Resources to design and implement the PIP.  PIPs 

may be implemented independently or in conjunction with any warning step under the 

disciplinary action procedure (ordinarily, a Last and Final Warning). Failure to meet the 

expectations established by the PIP, and maintain acceptable performance, will result in a 

recommendation for dismissal.   

 

3. Written Warning (used for performance and behavioral concerns):  If the verbal warning 

fails to correct the performance or behavior concerns, or the College determines the concerns 

are serious enough to bypass the first step in the progressive disciplinary procedure, the 

supervisor, in consultation with a representative of the Office of Human Resources and 

appropriate department head, shall prepare a Written Warning using the Written Warning 

template.  Human Resources must be consulted when creating the Written Warning document. 

The supervisor shall meet with the employee to discuss the Written Warning.   A representative 

from Human Resources and/or appropriate department head may be present during the meeting 

at the College’s discretion.  The Written Warning shall be filed in the employee’s personnel file 

located in the Office of Human Resources.  

 

4. Last and Final Warning (used for performance and behavioral concerns): This is the final 

step in the progressive disciplinary process. The Last and Final Warning is issued for 

performance problems or behavior concerns that have not improved as a result of earlier 

interventions by the supervisor. The Last and Final Warning may also be the first disciplinary 

step for major infractions such as significant violation of College policy or misconduct but, as 

such, may be imposed only after any necessary investigation and review and approval by the 

Office of Human Resources, in consultation with the supervisor and Vice President.  

  

If appropriate, the Last and Final Warning may be accompanied by administrative leave. 

Recommendations of administrative leave require the approval of the Office of Human 

Resources. 

  

The Last and Final Warning involves a face-to-face meeting between the employee and the 

immediate supervisor and/or administrator and a representative of the Office of Human Resources 

to address the problem and discuss actions recommended or being taken. If appropriate, a follow-

up meeting should be scheduled with the employee (no later than 31 days) to review 



improvement, and to determine if additional disciplinary steps are required. Further corrective 

action may be taken prior to the scheduled follow-up meeting to address additional incidents or 

new facts and information as may be presented. The Last and Final Warning must be documented 

using the Last and Final Warning Template, with consultation from Human Resources and 

appropriate signatures/approvals.  The completed form is to be filed in the employee’s official 

personnel file located in the Office of Human Resources.  

  

  

Recommendation for Termination of Employment: 

A recommendation to terminate employment may be made when appropriate, as the last and most serious 

step in the progressive discipline procedure.  Generally, MICA exercises the progressive nature of this 

policy by first providing warnings and a final written warning before proceeding to a recommendation to 

terminate employment.  However, MICA reserves the right to administer discipline as appropriate 

depending upon the circumstances of the situation and the nature of the offense.  Furthermore, employees 

may be subject to termination without prior notice or disciplinary action in MICA’s discretion. 

A supervisor’s recommendation to terminate employment must be approved by HR and the division Vice 

President or designee.  

Nothing in this policy should be construed to confer any contractual rights regarding employee discipline 

or counseling nor should anything in this policy be construed as modifying or altering the employment 

relationship between MICA and its employees. 

Administrative Leave 

There may be performance, conduct or safety incidents so problematic and harmful that the most effective 

action may be the temporary removal of the employee from the workplace.  When immediate action is 

necessary to ensure the safety of the employee or others, to avoid disruption to MICA operations, or to 

facilitate effective investigation of performance or conduct issues, Division Vice President (or higher-

level administrator), with approval from Human Resources, may place the employee on administrative 

leave pending the results of an investigation. 

Administrative leaves may also be recommended as part of progressive discipline under this policy.  

Administrative leave may be used as a matter of progressive discipline only with approval from a next-

level manager and HR. 

Administrative leave may be with or without pay, provided any administrative leave without pay shall 

comply with applicable federal and state wage and hour laws. 

 



Documentation 

The employee will be provided with copies of all warnings and performance improvement plans, and the 

documentation will also be included in the employee’s personnel file.  The employee will be asked to sign 

copies of the documentation attesting to their receipt and understanding of the corrective action outlined 

in those documents. Human Resources must be consulted when creating and delivering disciplinary 

documents. When an employee refuses to sign disciplinary documentation, this should be clearly noted on 

the signature block (along with the supervisor’s initials and date). 

Statement on Retaliation 

There will be no retaliation or discrimination against any employee who engages in legally protected 

activity, including an employee who submits a good faith complaint of discrimination or harassment, 

reports an incident witnessed involving discrimination or harassment or participates in any way with the 

investigation of a discrimination or harassment claim. Supervisors are prohibited from making any 

personnel decisions or taking any adverse action against any employee because the employee submits a 

complaint or cooperates in good faith with an investigation of alleged conduct prohibited by  MICA’s 

Equal Opportunity, Harassment, and Nondiscrimination Policy. Any acts of retaliation will be considered 

a violation of this policy and corrective action will be taken, up to and including termination. 
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