
Disciplining Employees - Info for Directors

Employee Discipline - Information For Supervisors  

Disciplining employees is a difficult part of supervision and management. It is important that you 
address performance issue as they arise and pursue a progressive approach to discipline 

Progressive Discipline 

Supervisors are encouraged to take a progressive approach to discipline. When you become aware of a 
problem, speak to the employee and specify to him/her the deficiencies you wish to see corrected and 
how corrective action is to be undertaken.  If the employee has not improved sufficiently after a 
reasonable period of time, then it may be appropriate to give the employee a written reprimand which 
formally explains the reasons for your dissatisfaction.  If there continues to be insufficient improvement, 
then it may be appropriate to give the employee an unpaid suspension.

Taking a progressive approach may not be appropriate or necessary in some circumstances.  Examples 
include serious misconduct such as theft or physical violence.

Conducting an Investigation 

It is important to conduct an investigation prior to deciding whether or not to take disciplinary action.  
This includes giving the employee an opportunity to respond to the facts which cause you to believe that 
discipline is warranted. 

If the employee is covered by a collective negotiations agreement, he/she may request that a steward be 
present if he/she is being questioned and has a reasonable belief that the answer to such questions will 
result in discipline. If you consider taking disciplinary action against a staff employee covered by a 
collective negotiations agreement, you should refer to the applicable agreement to ensure that the 
proposed disciplinary action conforms to the terms of the agreement.  For example, if you intend to take 
into consideration a particular prior disciplinary action taken against a person covered by the agreement 
with AFSCME Local 888, you will need to ensure that that disciplinary action is not deemed to have 
been removed (e.g., a letter of reprimand is deemed to be removed from an employee’s record if the 
employee’s record is free from any further disciplinary action for a period of one year).

Letter of Discipline 

When you give an employee a letter of discipline, the employee should be asked to acknowledge, by 
signature, that he or she has read the letter.  Two copies should be sent to the Office of Labor Relations, 
ASB II, Cook Campus, for placement into the official University personnel file and Office of Labor 
Relations files. If the employee is covered by a collective negotiations agreement, you should refer to 
the applicable collective negotiations agreement to ascertain the requirements for notification of the 
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union.  For example, the collective negotiations agreement with AFSCME Local 888 provides that a 
copy of any written reprimand is to be provided to the steward, if known, and to the President (New 
Brunswick) or the Vice President (Newark and Camden).

If you are considering suspension of an employee who is not eligible for overtime premium payments (e.
g., “NL” employees), a suspension without pay must generally be for a full workweek.

Resources To Help You

HR Consultants (Non-aligned staff Discipline) 732-932-3020, ext. 4040 

Office of Labor Relations (Aligned staff discipline) 732-932-3020, ext. 4040 

Guidelines on Staff Disciplinary Action: Guidelines Concerning 
When and How to Take It 

 

Collective Negotiations Agreements  

 
 

To submit a comment or to report any problems with this site, please email us. For questions about 
University Human Resources programs and services, please email our Operations Team.
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What is your role at Rutgers University? 

●     Job Seeker 
●     New Employee 
●     Hiring Manager 
●     Faculty 
●     Staff 
●     Deans & Managers 
●     Retiree 
●     Student 

HR Toolkit 

●     Online Tools 
●     FAQs 
●     Spotlight 
●     HR Communications 
●     HR Definitions 
●     Policies & Procedures 

Jump To 

●     Administrative Gateway 
●     Center for Organizational Development and Leadership 
●     Sexual Assault & Crime Victims Assistance 
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