
7.2 DISCIPLINARY ACTION POLICY 

7.2.1 INTRODUCTION 
Individual performance and conduct issues can lead to a disruption of the work environment, failure to 
adequately perform work assignments, and failure to meet performance goals, for both the individual 
employee and the organization as a whole. This policy is intended to encourage UC FDN employees to 
correct unacceptable work performance or work-related behavior and to adhere to UC FDN policies and 
procedures. 

7.2.2 EMPLOYMENT AT WILL 
UC FDN is an employment-at-will organization. Cause is not necessary to terminate employment.  An 
employee’s employment relationship may be terminated by UC FDN or the employee at any time, for 
any reason, without cause or notice.  Only the Executive Committee may alter the at-will status of an 
employee’s employment, and any such change must be in writing and signed by the Executive Director 
or Board Chair . 

7.2.3 GENERAL POLICY 
After considering all aspects of each individual disciplinary case, UC FDN reserves the right to take any of 
the following disciplinary actions in response to performance or conduct issues: 

1. Verbal warning
2. Written warning

3. Suspension
4. Termination (pre-termination meeting)

There is no requirement that discipline be progressive—in other words, there is no requirement that 
one or more verbal warnings must precede a written warning, or that one or more written warnings 
must precede suspension or termination. An employee may be disciplined or discharged as a result of a 
single failure to meet a performance goal or a single conduct issue or as the ultimate step in an 
accumulation of performance or conduct issues for which verbal or written warnings may have been 
given. For serious performance or conduct issues, termination may be the first and only disciplinary step 
taken. Factors to be considered are: 

1. The nature of the performance or conduct issues under review
2. The seriousness of the performance or conduct issues under review
3. Previous disciplinary actions and the employee’s response
4. Previous performance and work history of the employee

7.2.4 PROCEDURES 

1. VERBAL WARNING
a. A verbal warning is a conversation between a supervisor and an employee held in

private about a performance or conduct issue. The warning is intended to correct the
performance or conduct matter by bringing it to the employee's attention in a
serious yet friendly manner.

b. Although verbal, the warning should be documented in writing, including:

i. The date of the warning



ii. The specific performance or behavioral issue

iii. The expected performance or corrective action and a timeline for completion
iv. Any explanation given

c. The documentation will be placed in the employee’s personnel file.

2. WRITTEN WARNING
a. A written warning is a formal written notice from the supervisor to the employee

documenting a performance or conduct matter. The warning is intended to correct the
performance or behavioral issue by bringing it to the employee’s attention and providing
a written record of the warning.

b. The warning should be documented in writing, including:
i. The date of the warning

ii. A description of the specific performance or conduct issue
iii. A work improvement plan outlining steps to be taken, goals to be met, or other

performance or conduct objectives required to correct the performance or
conduct at issue and a timeline for completing the same

iv. A statement indicating that failure to meet the goals and objectives within the
timeline set forth in the work improvement plan can result in additional
disciplinary action, up to and including termination

v. The supervisor’s signature
vi. Space where the employee may make a written statement in response to the

warning
1. The employee may also provide a written response in a separate

document and any such document will be attached to and filed with the
warning

vii. A place for the employee is to sign indicating he or she has received a copy of the
warning notice

1. The employee’s signature signifies only that he or she has received a copy
of the notice and does not in any way indicated the employee’s
agreement with the content of the notice

2. If the employee refuses to sign the notice then the supervisor should
indicate this fact, along with any reasons for not signing given by the
employee, on the warning notice form

c. The written warning, along with any written response from the employee, will be filed in
the employee’s personnel record by HR.

3. SUSPENSION (pre-termination meeting)
a. Suspension means the employee is relieved of his/her job assignment while the

unacceptable work performance or work-related behavior is investigated.
b. During this time, the employee shall not be physically present in any UC FDN or UT office

and shall have no contact with any UC FDN or UT employee except through the UC FDN
HR office.

c. When suspending an employee, the supervisor or other authorized official must:
i. Consult with the UC FDN HR office

ii. Place the employee on paid leave while investigating the unacceptable work
performance or work-related behavior in order to determine the appropriate
action to take

4. TERMINATION
a. Pre-Termination Meeting: Before terminating an employee, UC FDN HR will convene a

pre-termination meeting with the employee.
i. UC FDN HR will provide the employee with written notice of the pre-termination

meeting. The notice shall include an explanation of the reason(s) for the
termination.

b. Termination means the employee is permanently relieved of all duties and his or her
employment with UC FDN is formally ended

c. If a decision to terminate is made, written notice of the termination and a Statement of
Separation shall be delivered to the employee by the UC FDN HR office.

d. The written notice of termination shall include:
i. The effective date of the termination



ii. A description of any compensation that UC FDN owes the terminated employee
iii. The HR Officer’s signature

e. The notice of termination will be filed in the employee’s personnel record by HR.
f. For exempt employees, a decision to terminate is final. For nonexempt employees, see 

7.6 Grievances.

7.2.5 GROSS MISCONDUCT 

 1. Gross misconduct includes the following: theft or dishonesty; gross insubordination; willful 
destruction of UC FDN or university property; falsification of records; acts of moral turpitude; 
reporting for duty under the influence of intoxicants; the illegal use, manufacturing, possessing, 
distributing, purchasing or dispensing of controlled substances or alcohol; disorderly conduct; 
provoking a fight; and other similar acts involving intolerable behavior by the employee. 

a. In a case of gross misconduct, immediate disciplinary action up to and including 
termination may be taken. 

b. During the investigation of alleged gross misconduct, an employee may be placed 
on paid administrative leave 

 2. An employee suspected of theft of UC FDN or University of Tennessee property may not  
resign as an alternative to discharge unless the approval of the Executive Director and, in the 
case of employees leased from UT, UT’s Senior Vice President and Chief Financial Officer, is 
obtained in advance. 

3. An employee terminated for gross misconduct will not receive payment for accrued unused 
annual leave and is not eligible for state Consolidated Omnibus Benefits Rights Act (COBRA) 
benefits. 

a. Exception: If an employee is permitted to resign in lieu of termination for gross 
misconduct, the employee will retain rights to annual leave accruals and COBRA 
benefits. 

 4. Suspension/Termination: Before suspending or terminating an employee for gross misconduct,  
the supervisor or Executive Director must: 

a. Consult with the HR office 
b. Advise the employee, orally or in writing, of the charge(s) against the employee, and 
c. Provide the employee an opportunity to respond 

5. Appeal: An employee desiring to appeal a disciplinary action for gross misconduct must file 
a written request with the HR office within fifteen working days following receipt of 
notification of the disciplinary action taken. The appeal process for employees disciplined or 
discharged for gross misconduct is as follows:

a. Non-Exempt. A non-exempt employee may request an administrative review in 
writing through the appropriate vice chancellor to the Human Resource Manager. The 
review process will be coordinated by the HR office. 

i. Alternatively, a non-exempt employee may choose to go through the grievance 
procedure as described in 7.6 Grievances. 

ii. If any employee chooses to receive an informal hearing, a waiver of the 
employee's right to proceed under the Tennessee Uniform Administrative 
Procedures Act (“TUAPA”) must be signed by the employee. 

b. Exempt. An exempt employee may request an administrative review in writing 
through the appropriate vice chancellor to the Human Resource Manager. The review 
process will be coordinated by the HR office. 

i. Alternatively, an exempt employee may request an informal hearing before a 

panel of 3 unbiased UC FDN employees or, if the employee is leased from UT, 
a formal hearing under the TUAPA. 

ii. If any employee chooses to receive an informal hearing, a waiver of the 
employee's right to proceed under the TUAPA must be signed by the employee



7.2.6 ROLES & RESPONSIBILITIES 

 1. SUPERVISOR RESPONSIBILITIES: 
a. Ensure that all employees of the unit understand their performance goals and the rules 

and regulations which govern their conduct 
b. Highlight and discuss performance issues, rule infractions, and when appropriate, give 

verbal warnings 

iii. Document all pertinent facts relating to any performance issues or misconduct 

iv. Record dates and substance of verbal warnings and convey the same to HR 
c. Consult HR when contemplating issuance of a written warning 

i. Issue the HR-approved warning 
d. Recommend suspension and termination when the employee's performance or conduct 

warrants that level of discipline 

v. The Executive Director must approve any suspension and termination 
vi. Document the suspension and termination in accordance with Section 7.2.4 

 2. HR RESPONSIBILITIES: 
d. Review all disciplinary actions to ensure they are consistent with policy and 

fairly administered 

e. Review and approve (in advance) all written warnings 
f. Investigate all the facts and circumstances surrounding performance or behavioral 

issues that lead to supervisory recommendations for suspension and termination and 
report the results of the investigation to the Executive Director 

i. No investigation shall begin without advance approval of the Executive Director


