
 The Office of Human Resources                                               1 | P a g e  
 

of Nonfaculty Employees 

 

 

 

Policies, Procedures, and Supervisor BEST PRACTICES 
 

Consult with the Office of Human Resources prior to proceeding with 

any adverse disciplinary action especially if employee performance or 

behavior appears to be in violation of University policy.  
 

Department Heads or similar administrative units are responsible for informing their employees of 

the rules and regulations to be followed, the standards of conduct to be met and the job 

performance to be achieved. Employees are expected to fully acquaint themselves with the rules, 

procedures and standards of conduct and performance of their departments or units. Employees 

who do not assume the responsibilities set out by these rules, procedures and standards may be 

subject to disciplinary actions, up to and including dismissal.  

Acts that may result in disciplinary action or dismissal include, but are not limited to, inadequate job 

performance, inadequate job knowledge, misconduct, excessive absenteeism or unauthorized leave 

of absences. 

Progressive discipline is encouraged as a good management practice when applicable.  Progressive 

discipline is not required for serious infractions.  In addition, even if progressive discipline is chosen, 

not every step must be taken in each case. With progressive discipline, an employee faces 

increasingly stricter disciplinary measures if satisfactory improvement does not occur after the 

disciplinary process is initiated. 

Elements of Progressive Discipline 

o Verbal Counseling 

o Performance Improvement Plan (PIP) 

o Written Reprimand 

o Dismissal 

 

For more information, please review System Regulation 32.02.02 Discipline and Dismissal of 

Nonfaculty Employees. 
 

If an employee wishes to appeal any disciplinary action or dismissal from employment, the appeal 
must be made in accordance with the provisions of System Regulation 32.01.02 Complaint and 

Appeal Process for Nonfaculty Employees. 

 

  
For Employee Relations Services contact    The Office of Human Resources 
Maria D. Herrera, Employee Relations Administrator   Harrington Science Building, Ste 109 
936-261-1731    mdherrera@pvamu.edu    936-261-1730 

http://policies.tamus.edu/32-02-02.pdf
http://policies.tamus.edu/32-02-02.pdf
http://policies.tamus.edu/32-01-02.pdf
http://policies.tamus.edu/32-01-02.pdf
mailto:mdherrera@pvamu.edu
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Verbal Counseling  

The first step in the process of progressive discipline is verbal counseling. Verbal counseling is used 

to address poor performance, when the violation is of a minor nature, or when it is the first 

occurrence. It is important to recognize the potential problem and address it when it begins to 

develop.  

Let the employee know why this action is being taken by clearly identifying the performance and/or 

behavior concerns.  Discuss the problem with your employee in a positive way while maintaining 

the employee's self-esteem. Assist the employee with understanding that the problem as well as 

the solution belongs to him/her. Solicit the employee's feedback and cooperation in solving the 

problem. 

Counsel the employee by being constructive and direct with the primary purpose of helping the 

employee correct the performance issue.  Offer your guidance by clearly and specifically stating 

what the employee must do in order to improve his/her performance. 

Set reasonable time lines to correct the problem.  Obtain a commitment from the employee 

towards improvement.  Monitor the employee’s progress, and, if necessary, plan further action. 

The number of times counseling may be provided is at the supervisor’s discretion but be consistent 

in this practice toward all of the employees being supervised. 

It is recommended that the supervisor at least document the counseling, briefly, in some format 

(i.e. notes, journal or calendar entry, etc.). The documentation should contain:  

o the date and time of the counseling/meeting 

o a description of the specific violation/behavior/action 

o the employee’s response or explanation for his/her actions and suggested solutions.  

o the performance expectations specified by the supervisor to the employee (what areas of 

performance the supervisor expects the employee to improve) 

o reasonable timelines for improvement 

Verbal counseling is considered a departmental matter, with records remaining in the department. 

Verbal counseling is not documented in the employee’s personnel file.   

Steps to assist supervisors in conducting verbal counseling 

1. Evaluate the situation before the session 

2. State an objective 

3. State a desired change 

4. Allow a response 

5. Discuss solutions 

6. Agree 

7. Document 

8. Follow-up 
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Performance Improvement Plan (PIP) 

A performance improvement plan is a way to give struggling employees the opportunity to 

succeed while still holding them accountable for past performance. Employees can only be 
successful at changing behavior if they acquire clear direction from their supervisor about what 
behavior needs to change and how that change should occur.  

 

To incorporate a PIP a supervisor must first meet with an Employee Relations representative in 

the Office of Human Resources. The supervisor will demonstrate that previous counseling has 
taken place with the employee where weaknesses have been identified and the employee has 
been provided with feedback, resources and training (informal/formal) on a continuous bases.  

The Office of Human Resources will provide a template PIP.  The tools needed to incorporate 
into the PIP are most current performance evaluation, Position Description, and documentation 
of previous disciplinary actions.   
 

Step 1: Document Performance Issues 

The first step in the PIP process is for the supervisor to document the areas of the employee ’s 
performance that need improvement. In documenting, the supervisor should be objective, 
factual and specific and provide facts and examples to further clarify the severity or pattern of 
performance concerns.  
  

Step 2: Develop an Action Plan 

Develop an action plan that includes specific and measurable objectives that are accurate, 
relevant and time-bound. When developing a performance improvement plan, it would be 
useful to draw on the employee’s job description and University policies to clearly identify the 

performance or behavioral issues. 

  

The supervisor should determine if the employee may need any additional resources, time, 
training or coaching to meet these objectives. The plan should identify exactly what 
management will do or provide to assist the employee in achieving these goals.  

  

This action plan should help set performance expectations and should include a statement 

about the consequences for not meeting those objectives.  
  

Step 3: Review the Performance Plan 

It is considered a best practice to share the constructed PIP with one’s supervisor for his/her 

feedback.  Then the Office of Human Resources will review the PIP and provide any comments 
and/or suggestions to the supervisor.  
  

Step 4: Meet with the Employee (similar to verbal counseling meeting) 

During this meeting, the supervisor must clearly lay out the areas for improvement and plan of 
action. The supervisor may need to modify the action plan slightly after receiving the 
employee’s input and feedback. After changes to the plan are made, the supervisor and the 

employee should sign the PIP form.  

 

Step 5: Send HR a copy of executed document for the employee’s file. 
 

Step 6: Follow Up 

The employee and supervisor should establish regular follow-up meetings (weekly, biweekly or 

monthly), which can be outlined in the PIP to discuss and document progress toward objectives. 
But ultimately, it is best when an employee is provided the opportunity in follow-up meetings to 
ask questions and seek guidance or clarification on performance expectations.   
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Written Reprimand  

Written reprimands, should be used for issues that are repetitive in nature (discussed verbally in 

the past) or serious incidents requiring a severe form of disciplinary action.  Prior to conducting the 
counseling session where a written reprimand will be presented to the employee, the issue and 

draft of the written reprimand should be discussed with the Office of Human Resources.  
 

Documentation of past incidents and well developed improvement plans will determine the 

appropriate level of disciplinary action to be taken and communicated as a consequence to the 
employee if they are unable to meet the expected goals and objectives.   

 
If a severe incident occurs that is a blatant violation of University Policy contact the Office of Human 

Resources immediately.  Provide all documentation related to past issues discussed with the 
employee and specific information relative to the current incident.  Based on the severity of the 

situation, disciplinary action may include suspension without pay, transfer, demotion and/or 
reduction in salary, or dismissal. 

 
Meet with the employee, SIMILAR to Verbal Counseling and PIP session. Once the meeting is 

conducted, have employee sign the Written Reprimand form. If the employee refuses to sign the 

document, state “employee refused to sign” and have a witness sign acknowledging that employee 
refused to sign.  A copy of the signed document is forwarded to the Office of Human Resources via 

HRDocs@pvamu.edu.   
 

 

Dismissal  

All nonfaculty positions in the system are “at will,” meaning that any nonfaculty employee may be 
dismissed from employment with or without cause.1  This regulation applies to any nonfaculty 

employees of the system, including graduate assistants and agency employees with faculty titles 
who are not in tenure track positions. Any such dismissal must be in compliance with federal and 

state law.  
 

Contact HR 

The first step to dismissing an employee is contacting the Office of Human Resources.  Submit a 
request for termination by stating the reason for termination, what form of disciplinary 
measures have taken place.  Provide a timeline of the events in a chronological order.  Include 

documents which support your basis for termination (previous counseling, written reprimands, 
PIP, Performance Evaluation, attendance records, etc.) Include the events in a chronological 
order.  HR will provide the approved draft Termination Letter. The letter will be emailed to the 

supervisor with additional instructions. 
 


