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Discharge 
In most cases, an employee would receive one or more warnings or corrective actions prior to 
discharge.  However, for some serious infractions, the supervisor will need to consider immediate 
discharge with no prior warnings.  In addition to notifying Human Resources, the supervisor must 
inform the appropriate Vice President of a pending discharge.  Generally, an employee is released 
immediately upon being notified in writing of the discharge, and the employee's final pay must be 
included with the letter.  

The discussion: 
Employees are allowed to have a co-worker of their choice present during any discussion that may 
reasonably lead to or is for the purpose of corrective action.  However, the college is not required to 
offer a witness; the employee must specifically request one.  The co-worker may participate in the 
discussion but may not be unduly disruptive.   
 
There are three purposes for the corrective action discussion: 

•  to ensure the employee understands what has led to the decision to take corrective 
action; 

•  to ensure the employee understands what action is being taken and its impact, for 
example, a written record in the personnel file, no pay for several days; 

•  to ensure the employee understands what he/she needs to do better, differently, less of 
in order to be successful in the job. 

 
It is not necessary for the employee to agree but it is important for the employee to understand.  At 
the same time, it is important for the supervisor to listen for any new information that might have an 
impact on the decision made.  If that is the case, the supervisor should suspend the discussion, 
consider the new information, and meet again with the employee within a short time, usually within 
24 hours, to either continue the corrective action discussion or to modify it in some way. 

Follow up: 
Employees have the right to feedback from the supervisor when a problem has been corrected or 
performance has been improved.   In all cases, there should be a discussion between the supervisor 
and employee as progress is made, and in some cases, the supervisor may want to follow up in 
writing.  
 
If, however, there is not sufficient improvement, supervisors have an obligation to continue the 
process of corrective action. 
 
 
 
 
 
 

Sample written warning letter 
 
 
Paragraph #1:  What has transpired to this date; be specific and include dates... 
 Example:  We have had several conversations regarding your tardiness... 
 
Paragraph #2: What transpired to cause this action... 
 Example:  Yesterday you were 15 minutes tardy.... 
 
Paragraph #3: What this is... 
 Example:  Therefore, this is a written warning that will go in your personnel file... 
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Paragraph #4: What your expectations are including immediate and sustained improvement... 
 Example: Effective immediately, you must be at your work station.... 
 
Paragraph #5: What will happen next... 
 Example: Failure to meet these standards on an on-going basis may result in further  
 discipline or in discharge. 
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Written or oral requests for verification of employment should be forwarded to the Human Resources 
Office for completion.  These requests often come from banks, credit unions, mortgage companies, 
etc. to verify information on a loan request.   
 
Employees, current and former, will occasionally ask for a written reference or recommendation from 
a supervisor.  Supervisors may wish to write such a reference; however, the letter should include 
only information that can be documented and supported and should be reviewed by Human 
Resources.  If possible, return the original letter to the employee requesting it, who can then use the 
letter at his/her own discretion.   
 
Forward a copy of the letter to Human Resources for inclusion in the employee's personnel file. 
 
Human Resources will also write letters of reference for employees upon request and are available to 
assist supervisors in writing reference letters.   
 
Supervisors who give information that is subjective, not completely factual, or is given to someone 
who does not have a business need to know, whether on the phone or in writing, may be subject to a 
lawsuit and named personally in the suit.  In other words, the supervisor is held personally 
responsible, and personal assets are at risk.  Telephone references are particularly risky and should be 
avoided since it is difficult to prove exactly what was said. 
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A Personnel/Payroll Action Form (PPAF) must be completed by the supervisor whenever there is a 
change in an employee's status.  This includes hiring, changes in pay rates, hours worked, title 
changes, and termination.  The form is forwarded to the appropriate Vice President or higher level 
authority for signature, and then forwarded to Human Resources.   
 
Upon review and signature, Human Resources forwards the PPAF to the Vice President/Treasurer 
for review and signature.  It is then sent to the Payroll Office for processing. 
 
The PPAF is included in the employee's personnel file after being processed. 
 
Blank forms are available in Human Resources.    
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Although the protection of confidential college data is expected of all Reed employees, it is the 
responsibility of supervisors to take reasonable steps to ensure that data security procedures are 
followed by their staff.  Protection of computers and computer-based materials is especially 
important since such materials are prime targets for hackers, identity thieves, and others. 
 
Unauthorized access to confidential college data can expose affected individuals –– as well as the 
college –– to serious financial and legal consequences.  Should data be compromised as a result of 
supervisory or staff negligence, the impact on the college could be even greater.   
 
A printed security brochure is available for supervisors to distribute to their staff and student 
employees. Detailed guidelines for data security are available on the Reed web site at:  
http://web.reed.edu/cis/safe_computing.html 

 
Administrative Computing Services (ACS) performs periodic data security assessments of 
administrative offices and will provide data security training, documentation, and other assistance 
to supervisors upon request.  Please contact ACS at ext. 7600 if you have questions about security 
procedures or training.  
 
If you believe that electronic security has been breached, that confidential materials have been 
compromised, or that computer equipment has been stolen, please contact the Chief Technology 
Officer immediately at ext. 7254 (503-777-7254).  In the case of computer theft, the Director of 
Community Safety should also be contacted at ext. 7379 (503-777-7379).  

 


