
Appendix B  

 
Student Employee Disciplinary Procedure  

 
Step 1-Verbal Warning: Whenever a work-related problem arises with a student 
employee whether it is job performance, attendance, failure to call in, etc., a 
meeting shall be held between the immediate supervisor and the student 
employee to discuss the issue. The meeting should be held as soon as possible 
after a problematic situation is identified. The concerns and suggestions are 
recorded and placed in the student employee’s personnel file in Human 
Resources. The department should keep a copy as well.  
 
Step 2-Written Warning: In the event of continued neglect of duties/poor 
performance, or a serious violation, the immediate supervisor and the student 
employee shall meet again. The supervisor should refer to the verbal warning 
and again specifically discuss the issue with the student. The student worker 
should be allowed to make any appropriate comments and to provide any 
evidence they wish to have the supervisor consider. Once the meeting is 
concluded, the supervisor will consider all of the evidence, meet with his direct 
supervisor and render the situation. If the supervisor believes the evidence 
indicates continued neglect of duties, poor performance or a serious violation 
the student employee will be placed on a probation status for the period 
determined by the supervisor. The supervisor will outline the terms of the 
probation in writing and will meet with the student worker to share these 
terms. The student employee will be required to follow all terms stipulated. The 
probation letter will be placed in the student employee’s personnel file in 
Human Resources and the department should keep a copy of the letter as well.  
 
Step 3-Dismissal: In the event of a violation of probation status or a very 
serious infraction, the immediate supervisor will meet with the student to 
discuss the violation. The student employee may present any evidence they 
wish to have considered. Once the meeting is concluded, the supervisor will 
consider the evidence and meet with his direct supervisor. If both supervisors 
deem the evidence indicates a serious violation and warrants dismissal, the 
student’s supervisor will notify the student worker in writing of the dismissal, 
giving a copy to the student employee, keeping a copy for the department’s file 
and sending a copy to Human Resources for the student employee’s personnel 
file.  
 
Appeal Procedure: Any student employee who feels they were unfairly 
terminated or dismissed may appeal their supervisor’s decision by submitting a 
written statement to the HR Director, whose decision is final and not subject to 
any further appeal and/or modification. The appeal request should address the 
allegations, specify why the decision was unfair and provide evidence to 
support the appeal request. The HR Director will consider the current 
allegations, past performance and rationale for the decision.  


