
Northeastern Catholic District School Board 
 

 

PROGRESSIVE DISCIPLINE OF EMPLOYEES 
Administrative Procedure Number: APP008 

 
 

 

POLICY STATEMENT 
 
The Northeastern Catholic District School Board (NCDSB) is committed to providing the best possible 
Catholic education for all students within our system.   The NCDSB expects that all employees will act 
in a manner which exemplifies Gospel values and our faith beliefs, project a professional behaviour 
that is consistent with individuals serving as role models for our students, and will perform their 
assigned responsibilities in a competent manner.  Though the NCDSB believes that its employees are 
committed  
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4.4 The record of the delivery of the warning should be maintained in the employee’s 
personnel file.  

 
4.5 In the event the verbal warning leads to further action under the progressive discipline 

procedure as outlined below, copies of the records of delivery of the verbal warnings 
will be forwarded to the Human Resources Department for inclusion in the employee’s 
personnel file.  

 
5.0 WRITTEN WARNING 

5.1 If the employee’s behaviour does not improve or it is deemed appropriate to enter the 
progressive discipline process at this step as a result of an assessment of mitigating and 
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5.8 The warning letter will be sent to the Human Resources Department for insertion into 
the employee’s personnel file.  
 

5.9 An employee may receive a second or even a third written warning for similar 
behaviour/conduct if it is deemed the employee is demonstrating some improvement, 
but has not fully realized the expectations of the Principal/Supervisory.  

 
5.10 Prior to issuing such a warning, the Principal/Supervisor should contact the Manager of 

Human Resources to confirm such a warning is appropriate in those particular 
circumstances.  
 

6.0 SUSPENSION 
6.1 When an employee’s behaviour/conduct does not improve after a written warning or a 

number of written warnings, or the employee’s behaviour is significantly inappropriate 
and needs to be addressed immediately, a suspension is the next step in the progressive 
discipline process.  
 

6.2 If a Principal/Supervisor believes the employee’s behaviour/conduct warrants a 
suspension, then the Principal/Supervisor should consult the Manager of Human 
Resources and the appropriate Supervisory Officer prior to proceeding.  

 
6.3 The Manager of Human Resources, in consultation with the appropriate supervisory 

officer and the Principal/Supervisor will determine the contents of the letter to be given 
to the employee, the length of the suspension and when the suspension will be served.  

 
6.4 Letters of suspension will be prepared and signed by the Manager of Human Resources. 

 
6.5 The letter of suspension will include the warning that if the behaviour/conduct does not 

change within the timeline identified, the employee could be subject to further 
disciplinary action, up to and including dismissal.  

 
6.6 A meeting will be arranged with the employee and the Manager of Human Resources, 

the Principal/Supervisor, and the appropriate supervisory officer, as required.  
 

6.7 Unionized employees should be advised they have the right to union representation and 
the meeting should be arranged to allow the employee sufficient time to arrange such 
representation, if desired.  

 
6.8 At the meeting, the employee will be given the opportunity to clarify their version of 

events through discussion, clarification and validation of the concerns.  
 

6.9 If present, the union representation is there to support the employee and should not be 
engaging in debate with the Principal/Supervisor.  
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8.3 A formal disciplinary meeting must be convened, which includes appropriate 
representation for the employee.  

 
8.4 The employee must be informed, in advance of the meeting, that their employment 

status with the Board will be discussed at the meeting. 
 

8.5 At the meeting, the employee will be told of the decision to terminate and the reasons 
for that decision. 

 
8.6 The Director of Education will make the final decision regarding termination of 

employment for “just cause”.  
 

8.7 The Director of Education’s decision will be brought to the Board of Trustees at its next 
regular meeting.  

 
8.8 The Director of Education shall inform the employee of the decision to terminate their 

employment and the reasons for this decision, in writing. 
  

8.9 The Director of Education shall ensure that the employee receives a Record of 
Employment, relevant information regarding salary, benefits and vacation pay, and any 
outstanding monies owed to them by the Board.  

 
8.10 A copy of the letter will form a part of the employee’s personnel file.  

 
9.0 RELATED FORMS AND DOCUMENTS 

Samples are available from the Manager of Human Resources or a Supervisory Officer.  
 
 

Director of Education:  Tricia Stefanic Weltz 
Date:    August 2021 

 


