
MCEA Discipline and Discharge Guide 
(Contact your HRBP for questions and consultation)

Coaching

In Unit

Unit is advised to 
consult with HRBP 
prior to issuing a 

reprimand 

Unit will notify employee via methods outlined below to 
allow employee adequate time to seek union 

representation if desired. NOTIFICATION OF DUE 
PROCESS MEETING MUST BE GIVEN TO EMPLOYEE 
NO LESS THAN 48 HOURS PRIOR TO THE MEETING

Conversation 
should be 

documented and 
stored in 

supervisory file

Unit must have 
just cause to issue 

a reprimand

*Notification Method 1
If employee regularly uses a 

computer in the course of their work, 
unit will email Notice of Due 

Process Meeting invite to employee 
and cc HRBP and union leadership.

*Notification Method 2
If employee regularly does not access 
a computer then unit will hand deliver 
Notice of Due Process Meeting to 
employee and email a copy of the 

notice to HRBP and union leadership.

*Notification Method 3
If employee is on administrative leave, 
unit will mail Notice of Due Process 

Meeting, via certified mail, to employee’s 
home of record and email a copy of the 
notice to HRBP and union leadership.

* All notifications must utilize the HR 
templates for both the Notice of Due 
Process Meeting and the Due Process 
Results Letter, which may be obtained 
from your HRBP.

Represented employees have the right to 
union representation. Employees may 
contact MCEA to request a union 
representative. If the employee does not 
wish to attend the due process meeting in 
person, the employee has the right to 
submit a statement in response to the 
charges.

A copy of the written reprimand 
will be given to the employee. A 

copy will be emailed to union 
leadership and HRBP. A copy will 
also be sent to HRProcessing for 

the personnel file.

These actions are 
subject to the 

grievance procedure

Suspension, Reduction 
in Pay, Demotion or 

Dismissals

In consultation 
with HRBP

Unit must have just cause before 
moving forward with economic sanctions

Oral Reprimand and 
Written Reprimand

In Unit

Oral reprimands should be 
documented and stored in 

the supervisory file. A 
copy should be sent to the 

HRBP and union 
leadership

Oral Reprimand and 
Written Reprimand -

Employee may request 
representation.

Notice of Due Process Meeting is 
required. Unit will schedule meeting in a 

confidential location. 

These actions are 
subject to the 

grievance procedure

HRBP and DH or Designee must 
attend Due Process Meeting

DEFINITIONS:

DH – Department Head

HRBP – Human Resource Business Partner 
(HR Analyst)

Union Leadership – Union President, local 
chief steward, SEIU Organizer
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Coaching is defined as a conversation 
to uphold, uplift and/or inform.  

Coaching is not a step in the 
progressive discipline process

A fact finding or other investigative 
method must be used to determine 
violation has or has not occurred. 

Unit will issue Due Process Results 
Letter to employee and email a copy of 
the letter to HRBP and union leadership. 


