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Administrative Procedures 

 

EMPLOYEE SUPERVISION WHERE PERFORMANCE  

MAY BE UNSATISFACTORY 
 

Background  

 

When dealing with employees whose performance may be deemed to be unsatisfactory, it is 

important that supervisors follow some basic steps.  A set procedure has the potential to ensure 

that: 

 

1. Employees feel that they are treated fairly.  

2. Supervisors demonstrate that they have followed “due process”.  

3. Decisions are based on sound information.  

4. Supervisors are able to demonstrate that they are adhering to our basic beliefs.  

 

Basic Beliefs 
 

Mother Earth’s Children’s Charter School believes that we have a responsibility to: 

 

1. Inform employees, in a formal way, if areas of their work performance need to be 

improved;  

2. Provide the employees with time to make the changes;  

3. Provide the employees with honest, formal feed-back in terms of their success at 

achieving the requested improvements; and  

4. Inform employees of the degree of seriousness of the noted inadequacies.  

 

Procedures 
 

1. These procedures must be followed if an administrator becomes aware that: 

 

1.1 Deficiencies exist in an employee’s performance, or 

1.2 There is possibility that some future job action may need to be taken. 

 

2. The steps taken need to be reasonable and fit with the concept of “Progressive Discipline”. 

As well, the administrator must maintain a written record of the actions taken. The actions 

should progress from informal to formal as listed: 

 

2.1 The first step would be to have informal discussions of the problem with the 

employee. 

2.2 If this does not result in the desired changes, institute more formal discussions 

followed by memos that summarize the meeting. 

2.3 If this does not result in the desired changes, send a letter with a clear directive of 

required behaviour, including a reasonable time frame to implement changes, and an 

indication of the consequences of failure to comply. A copy of this memo must be 

forwarded to the Superintendent, and included in the employee’s personnel file. 
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2.4 If this does not result in the desired changes, discuss the matter with the 

Superintendent before any further action is taken. 

2.5 If the behaviour is of a serious nature, supervisors may move directly to the more 

formal levels of discipline. 

 

3. The following suggestions may assist supervisors to clearly communicate the serious nature 

of their concerns: 

 

3.1 Set formal meeting dates and times. It is recommended that these meetings be held in 

the administrator’s office. 

3.2 If there are any possible concerns about the reaction of the employee, a witness 

should be present. 

3.3 Have a clear agenda in mind before the meeting starts so all points are covered. It is 

beneficial to write out the points to be reviewed. 

3.4 Ensure that the employee has the opportunity to respond to the concerns. 

3.5 Make notes during the meeting or immediately after the meeting. Make sure to put a 

date on these notes. 

3.6 Clearly express all concerns to the employee. 

3.7 Clearly outline expected changes and the timelines to conform. 

3.8 A follow-up memo or letter may be useful to summarize the meeting and to provide 

further evidence that the meeting took place. 

3.9 These steps may have to be repeated depending on the severity of the behaviours 

involved. 

3.10 Maintain a file that contains all documentation. 

 

Reminders 

 

1. Once a discipline file on an employee is opened, that employee has a right to access the 

contents of the file regardless of the location or type of file. For this reason, avoid 

interpretations, opinions, and speculations. Keep only factual observational data. 

 

2. Keep files in a secured location to prevent unauthorized access or removal. 

 

3. Contact the Superintendent before any discussions of termination of employment or 

declarations that an employee is surplus to the needs of the school. Keep in mind that the 

Principal does not have the authority to terminate the employment of any employee.  

 

4. Ensure that everything is dated. 

 

5. Communicate directly with the employee involved. It is inappropriate to discuss the problem 

with other staff, or to generalize the problems of an individual to the entire staff by 

discussing the concerns at a staff meeting. 

 

6. Concerns must be dealt with in a timely manner. The severity of the incident may help to 

determine what is appropriate.  
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7. When a complaint is received about a particular employee, it should be suggested that the 

complainant communicate directly with the person concerned. If this has been done without 

success, or the behaviour is of a serious nature, a meeting should be held to: 

7.1 Inform the employee of the complaint, and 

7.2 Provide an opportunity for response. 

 

Employees have a right to know who is making such complaints. Supervisors are advised to 

avoid acting on anonymous information and to be cautious when a complainant is unwilling 

to give his/her identity. 

 

 

 

References:  Sections 20, 60, 61, 96, 113, 116, School Act 
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