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Problem Exists; Supervisor Investigates; Consults HR/EO 

 
Verbal Counseling; Supervisor Documents in Memo, in log etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

**Depending on conduct may 
go directly to ER20A, ER20B 

or P-14 

End of current process see next page if another incident. 

No 
Supervisor Investigates 

Consults HR/EO**

Yes 
Retain documentation as 

work record

Conduct? 
Yes 

Performance? 
Yes 

(Evaluation Appeal) 

Feedback session; may update 
goals; outline problems, 

corrections & consequences; 
schedule /do special 

evaluation. 

Monitor performance; 
Improved? 

YesNo

Supervisor conducts special 
evaluation; submit to HR/EO; may 
update goals; schedule 2nd special 

evaluation. 

Employee Appeals in 7 calendar 
days of signature? 

Yes No

Monitor performance; 
Improved? 

YesNo

HR/EO Mediates; 
Employee Continues 

Appeal? 

No Yes 

Campus Appeal Board 
convened; witness list & 

materials shared. 

Hearing held; Board 
decides rating. 

Board notifies HR/EO 

HR/EO notifies employee 
& supervisor. 

Supervisor gives 
employee Report of 

Employee Counseling 
(ER20-A); Employee 
may add comments 

within 48 hours; 
submit to HR/EO. 

Retain 
Documentation 

Improve; not another 
incident? 

Yes No

Supervisor Investigates; gives 
employee Report of Employee 

Misconduct (ER20-B); 
Employee may add comments 

within 48 hours; submit to 
HR/EO. 

Employee appeals 
ER20-B to HR/EO 

in 7 days. 

Yes

No 

Employee meets with 
HR/EO; HR/EO 

investigates; 

HR/EO upholds? Action Rescinded; 
Retain documentation No

Yes

HR/EO notifies Employee 
& Supervisor 

Supervisor conducts 2nd special 
evaluation within 180 days; no less 

than 30 days.

Employee Appeals in 7 calendar 
days of signing? 

Yes No

Improve; not another incident? 
*Level of discipline depends on severity 
of misconduct. Performance evaluation 

may be repeated when goals have been in 
place at least 30 days. 
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Improve; not another incident? 

No 

Yes 

Department Head submits Request for Disciplinary Action (P-14) 
for suspension, demotion or dismissal. 

HR/EO reviews & supports? No 

Yes 

HR/EO proposal letter to employee with reason and contact deadline.  
Department delivers or certified mail. 

Employee meets with HR/EO? 

Yes 

No 

HR/EO investigates and makes final decision. 

HR/EO issues final letter to employee; department 
delivers or certified mail. 

Action takes effect. Employee appeals in writing to Disciplinary 
Action Hearing Board via University Governance office within 

21 days of action? 
No 

Yes

Board upholds 
agency action? Yes 

No

Action modified; corrections made. 

 
Employee may appeal to 
District Court; review of 
records. 

No 
HR/EO Takes Action? 

Yes 

No action taken or other action 
taken (ER20B, suspension, etc.) 

Retain documentation 
as work record 
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