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STEPS FOR IMPOSING EMPLOYEE DISCIPLINE OR TERMINATION 
 

 

PROVISIONAL EMPLOYEE AT-WILL EMPLOYEE 

Obtain documentation of employee 
notification, such as Critical 
Policies, Laws, and Rules; and 
other relevant documentation and 

training 

Document findings, conclusions, and Cause(s) of 
misconduct, as found in NSD Policy GCPD and in 
the applicable Employee Handbook 

Present evidence to employee and provide 
opportunity for employee to be heard 

Obtain documentation of employee 
notification, such as evaluations, training, and 
other relevant documentation 

Document findings, conclusions, and Cause(s) of 
misconduct, as found in NSD Policy GCPD and in the 
applicable Employee Handbook 

Investigate and document: 
1. Administrative leave, if appropriate 

[MUST obtain HR Dept. approval] 
2. Obtain evidence 
3. Witness interviews and statements 
4. Video surveillance, etc. 

Continue investigation, as appropriate 

Present evidence to employee and provide opportunity 
for employee to be heard 

Continue investigation, as appropriate 

Impose disciplinary action: 

• Verbal directive / written summary 

• Written warning and directive 

• Written reprimand and directive 

• Probation (HR) 

• Disciplinary transfer (HR) 

• Suspension (HR) 

• Reduction in pay or hours (HR) 

• Dismissal / Termination for Cause (HR) 

• Other disciplinary action (HR) 

Recommend 
termination to  
HR Dept. 

Perform reevaluation of POA and complete 
Final Determination. 

If Satisfactory 
Remediated – 
must maintain 

satisfactory 
performance 

for three years 

If Unsatisfactory 

Version 23-8 

Written notice of non-
renewal from  

Human Resources 
(60-day written notice of intent to 

terminate) 
(Notice must be received by employee 

no later than April 15th) 

Written notice of 
termination 

generated by HR 
(Services no longer 

required) 

Written notice of 
termination 

[Services no longer required / 
disclose Cause(s)] 

 

CAREER EMPLOYEE 

Discipline or 
Termination for CAUSE 

Remediation or 
Termination for 

UNSATISFACTORY 
PERFORMANCE 

NON-RENEWAL of 
Employee Contract 

Termination of 

Services 

Impose disciplinary action: 

• Verbal directive / written summary 

• Written warning and directive 

• Written reprimand and directive 

• Probation (HR) 

• Disciplinary transfer (HR) 

• Suspension (HR) 

• Reduction in pay or hours (HR) 

• Dismissal / Termination for Cause (HR) 

• Other disciplinary action (HR) 

With assistance and approval from the  
HR Dept., commence process of Plan of 
Assistance (POA) as follows: 
1. Develop POA - includes following: 

a) Deficiencies that are specific, 
measurable, and actionable 
b) Available Resources for improvement 
c) Course of Action to improve performance 
d) Schedule Reevaluation (not to exceed 
120 school days from the implementation of 
POA), 

2. Meet with employee to present and discuss 
Letter of Notification and present, discuss, 
and obtain signatures for POA 

Complete Evaluation(s) by 
February 15th 

Send recommendation letter for non-
renewal to HR Dept. (Letter must 
have administrator’s wet-ink 
signature and be received by HR no 
later than April 1st) 

Obtain documentation of employee 
notification, such as Critical Policies, Laws, 
and Rules; and other relevant documentation 
and training 

Identify possible Causes for 
Disciplinary Action Identify areas of unsatisfactory performance 

through observation and evaluation, including 
Utah Effective Teaching Standards and 
Indicators, Utah Teacher Observation Tool 
(UTOT), Stakeholder Surveys, Classified 
Employee Performance Appraisal, etc. 

Identify possible Causes for 
Disciplinary Action 

Discipline or 
Termination for CAUSE 

Written notice of 
termination  

(30-day written notice of intent to 
terminate) 

(Inform of due process / grievance 
procedures) 

 

Investigate and document: 
1. Administrative leave, if appropriate 

[MUST obtain HR Dept. approval] 
2. Obtain evidence 
3. Witness interviews and statements 
4. Video surveillance, etc. 

Complete Recommendation 
to Terminate – submit to HR 
Dept. 

Work 
with HR 

Work 
with HR 

Notify 
HR 

Notify 
HR 

Work 
with HR 
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Remediation or 
Termination for 

UNSATISFACTORY 
PERFORMANCE 
(See pages 4-13) 

Discipline or  
Termination for CAUSE 

(See pages 14-25) 

“Career Employee” means an Employee of the District who has obtained a reasonable expectation of 
continued employment based upon Utah Code Ann., §53G-11-503  and District practice, policy, or 
employee handbook. Except as provided in Section 7.2 of Nebo School District Policy GCPD, Employee 
Discipline, Administrative Leave, and Orderly Termination, an Employee must work for Nebo School District 
on at least a half-time basis for at least three (3) consecutive years to obtain Career Employee status. 

CAREER EMPLOYEE 
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NON-RENEWAL of 
Employee Contract 
(See pages 26-28) 

Discipline or  
Termination for CAUSE 

(See pages 14-25) 

“Provisional Employee” means an individual, other than a Career Employee, a Temporary Employee, or 
an At-Will Employee, who is employed by Nebo School District on at least a half-time basis.  Provisional 
Employees do not include Classified Employees employed at less than twenty (20) hours per week or 
Certified or Administrative Employees employed at less than 0.5 FTE.  Provisional Employees are hired 
on individual one-year contracts and have no expectation of continued employment beyond the current 
one-year contract term.  Provisional Employees may be terminated during the contract term only for cause 
and according to the procedures outlined in this policy.  The contract of a Provisional Employee may be 
non-renewed with or without cause.   

PROVISIONAL EMPLOYEE 
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Termination  
of Services 

(See page 29) 

“At-Will Employee” means an individual employed by the District whose employment may be terminated 
at any time, with or without cause.  Any Classified Employee, as defined in the Classified Employee 
Handbook, employed at less than twenty (20) hours per week in any position is an At-Will Employee in that 
position.  Any Certified or Administrative Employee, as defined in the Certified Employee Handbook or 
Management Team Handbook, employed at less than 0.5 FTE is an At-Will Employee.  At-Will Employees 
are not eligible for Career Employee status. The orderly dismissal procedures outlined in Section 7 of Nebo 
School District Policy GCPD, Employee Discipline, Administrative Leave, and Orderly Termination, do not 
apply to At-Will Employees, and At-Will Employees are not entitled to the pre- and post-disciplinary 
hearings outlined in Section 8 of said policy.  

AT-WILL EMPLOYEE 

Discipline or  
Termination for CAUSE 

(See pages 14-25) 
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Remediation or 

Termination for 

UNSATISFACTORY 

PERFORMANCE 
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Remediation or 

Termination for 

UNSATISFACTORY 

PERFORMANCE 

Identify areas of unsatisfactory performance through 
observation and evaluation, including Utah Effective Teaching 
Standards and Indicators, Utah Teacher Observation Tool 
(UTOT), Stakeholder Surveys, Classified Employee 
Performance Appraisal, etc. 

For Certified Employees, please refer to the following: 

• Utah Effective Teaching Standards 

• Effective Counselor Performance Rubric 

• Other applicable evaluation tools as provided by the Utah State Board of Education 
 

For Classified Employees, please refer to the following: 

• Classified Employee Performance Appraisal 

• Other applicable evaluation tools as provided by the Utah State Board of Education 
 
For Administrative Employees, please refer the following: 

• Utah State Standards for Educational Leadership 

• Other applicable evaluation tools as provided by the Utah State Board of Education 

“Unsatisfactory Performance” means a deficiency in performing work tasks which may be: (a) due to 
insufficient or undeveloped skills, or a lack of knowledge or aptitude; and (b) remediated through training, 
study, mentoring, or practice. Unsatisfactory Performance does not include conduct designated as a cause 
for disciplinary action. 
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Obtain documentation of employee 
notification, such as evaluations, training, and 
other relevant documentation 

CERTIFIED EMPLOYEES 
 

1. Orientation: documentation that at least fifteen (15) calendar days before any formal observation the 
Educator Orientation included an explanation of the process, forms, evaluation instrument, purpose, 
and method of evaluation was conducted by the principal/supervisor.  

2. Documentation that by April 15 of each summative year (which should occur at least every three (3) 
years) the principal/supervisor has completed an evaluation of each Career Educator as established 
by the Joint Evaluation Committee and as organized under Section 8 of the Certified Employee 
Handbook. 

3. Documentation of a pre-conference prior to the formal observation. During the pre-conference the date 
of the observation must be communicated to the educator. The pre-conference is separate from the 
Orientation.  

4. All documentation from the evaluation itself, including the instrument, and recommendations. 
Documentation of assignments or tasks to be completed and any email or other communications 
between the Administrator and the Educator including those of a formative nature such as telephone 
calls, emails, notes from classroom visits, etc. 

5. Documentation of trainings, in-service meetings, faculty meetings, college or university courses, or any 
other instruction wherein the Educator was made aware of the standard for satisfactory performance 
in the areas deemed unsatisfactory.  

6. Documentation of the post-observation conference held within fifteen (15) calendar days of the visit. 
Educators must be given a copy of the evaluation report and must discuss it with the person preparing 
it before it is submitted to the District Office for inclusion in the Educator's personnel file.  After the 
review, the educator must affix his/her signature to indicate that he/she is aware of the contents of the 
report.  

7. Evaluation will be based on more than one observation and will include multiple lines of evidence. 
Where problems are perceived to exist, the written report will include: (a) clear identification of 
deficiencies; (b) possible resources to improve performance; (c) recommended course of action for 
improvement; (d) reasonable assistance to be offered by the District staff, AND (e) reasonable 
expectation and responsibility to improve on the part of the Educator. 

8. Documentation that the Educator did not request an outside review of the evaluation within fifteen (15) 
calendar days after receiving the written evaluation. If a review was requested, provide documentation 
of any recommendations regarding the evaluation procedures the outside reviewer may have made to 
the Superintendent regarding the summative evaluation. The Educator is also entitled to submit in 
writing a response to his/her evaluation. 

 
CLASSIFIED EMPLOYEES 

 
1. A copy of the employee’s job description.  
2. Documentation of employee evaluations. Evaluations must be related to job performance, 

professionalism, and attitude, and shall provide information to the employee to assist in increasing 
his/her work efficiency and effectiveness.  

3. Written documentation regarding an employee’s unsatisfactory job performance may be maintained 
and submitted to the Human Resource Department by the Principal/Supervisor whenever the 
principal/supervisor feels it is necessary.  

4. All performance documentation, letters, or reports in the employee’s personnel file. Prior to submission 
to the personnel file, each employee must have an opportunity to review them, sign them, and keep a 
copy.  

5. Documentation of a formative nature such as telephone calls, emails, formative observation of tasks 
or assignments, etc. 
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“Unsatisfactory Performance” means a deficiency in performing work tasks which may be: (a) due to 
insufficient or undeveloped skills, or a lack of knowledge or aptitude; and (b) remediated through training, 
study, mentoring, or practice. Unsatisfactory Performance does not include conduct designated as a cause 
for disciplinary action.  
 

• Utah law and Nebo School District policy require the District to provide written documentation of the 
deficiencies in performance and discuss the deficiencies with the employee. This requirement is 
satisfied following the formal evaluation when the principal/supervisor meets with the employee, 
presents the employee with the written evaluation instrument showing deficiencies, and discusses 
those deficiencies.  
 

• Utah law also requires that the District provide the Career Employee with written notice that the Career 
Employee’s contract is subject to nonrenewal or termination if, following completion of a Plan of 
Assistance, the employee’s performance is determined to still be unsatisfactory. This notice provision 
is satisfied by the Plan of Assistance – Letter of Notification.  

With assistance and approval from the HR Dept., 
commence process of Plan of Assistance (POA) as 
follows: 
 
1. Develop POA: 

a) Deficiencies that are specific, measurable, and 
actionable 
b) Available Resources for improvement 
c) Course of Action to improve performance 
d) Schedule Reevaluation (not to exceed 120 school 
days from the implementation of POA), 
 

2. Meet with employee to present and discuss Letter of 
Notification and present, discuss, and obtain signatures 
for POA 

ADMINISTRATIVE EMPLOYEES 
 
1. A copy of the employee’s job description.  
2. Documentation of employee evaluations. Evaluations must be related to job performance, 

professionalism, and attitude, and shall provide information to the employee to assist in increasing 
his/her work efficiency and effectiveness.  

3. Written documentation regarding an employee’s unsatisfactory job performance may be maintained 
and submitted to the Human Resource Department by the supervisor whenever the supervisor feels it 
is necessary.  

4. All performance documentation, letters, or reports in the employee’s personnel file. Prior to submission 
to the personnel file, each employee must have an opportunity to review them, sign them, and keep a 
copy.  

5. Documentation of a formative nature such as telephone calls, emails, formative observation of tasks 
or assignments, etc. 

Work 
with HR 
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• The Plan must include a Course of Action to improve the employee’s performance.  
 

• The Plan must include a reevaluation date and be signed by both the employee and the 
principal/supervisor. The period of time for implementing the Plan begins when the employee 
receives the POA – Letter of Notification. It must be long enough to successfully complete 
the Plan, but it cannot exceed 120 school days. The Plan may continue from one school year 
into the next. It ends when the District either determines that the employee has successfully 
remediated the deficiency or gives notice of intent to terminate.  
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Perform reevaluation of POA and complete 
Final Determination 

The reevaluation consists of a final formal observation using the same evaluation instrument that was used 
to identify the areas of Unsatisfactory Performance.  For Certified Employees, this will be the Utah Effective 
Teaching Standards. For Classified Employees, this will be the Classified Employee Performance 
Appraisal. 

 
Following the final formal observation, the principal/supervisor must present the employee with written 
documentation of the employee’s performance in the areas previously identified as unsatisfactory. This 
may be accomplished through a post-observation conference with the employee.  

 
At this post-observation conference, the principal/supervisor must complete the Final Determination.  The 
Final Determination must indicate whether the employee’s performance was satisfactory or unsatisfactory.  

If Satisfactory 
Remediated – must 

maintain 
satisfactory 

performance for 
three years 

If the employee’s performance is found satisfactory, the employee must acknowledge 
that if at any time within three (3) years of the initial documentation of Unsatisfactory 
Performance, his/her performance is found to be unsatisfactory in the areas identified 
as unsatisfactory, his/her job can be terminated without an additional Plan of 
Assistance. The employee must sign and date the Final Determination.  

If Unsatisfactory 

If the employee’s performance is found unsatisfactory, the employee must sign and 
date the Final Determination. The employee should be informed that the 
principal/supervisor will be sending a Recommendation to Terminate to the Department 
of Human Resources.  
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Complete Recommendation to 
Terminate – submit to HR Dept. 

If the employee’s performance is found to be unsatisfactory, the principal/supervisor must complete the 
Recommendation to Terminate and send it, along with a copy of the Plan of Assistance and all other 
relevant documentation, to the Department of Human Resources.  
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If Terminated, Written 
Notice of Termination 

Delivered 
(30-day written notice of 

intent to terminate) 
(Inform of due process / 
grievance procedures) 

If Not Terminated at 
this time, next 

steps/timeframes 
determined by HR 

Director and Applicable 
Director(s) 

Human Resources Director examines all POA Documents and any/all additional documents 
and circumstances surrounding employee and makes decision regarding termination. 



  

 

 

[CAUSE TAB] 

 

 

 

 

 

 

 

 

Discipline or 

Termination for 

CAUSE 
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Discipline or 

Termination for CAUSE 

Identify possible Causes for 

Disciplinary Action 

Disciplinary action, up to termination from employment, may be taken against an employee for any of the 
following Causes: 
 
1. Violation of District policy; contract; or state or federal law, rule, or regulation, reasonably related to the 

employee’s job. 
 
2. Conduct that may be harmful to students or to the District.  

 
3. Improper or unlawful physical contact with students.  
 
4. Dishonesty. 
 
5. Theft. 

 
6. Dangerous or disorderly conduct. 
 
7. Immoral conduct. 
 
8. Child sexual or physical abuse. 

 
9. Commission or conviction, including entering a plea of guilty or no contest, of a felony or misdemeanor 

reasonably related to the Employee’s job. 
 
10. Discrimination or harassment. 

 
11. Sexual conduct not otherwise prohibited under Policy JDCB/GBEBB, Sexual Harassment, but that 

may, upon examination of the circumstances, including the items listed in Policy GCPD, Employee 
Discipline, Administrative Leave, and Orderly Termination Sections 4.11.1 – 4.11.12. 

 
12. Use of District property for personal gain. 

 
13. Negligent or willful damage to District property. 
 
14. Falsification of information supplied to the District (such as applications, employment data, reports, 

required documents, test data, etc.). 
 

15. Neglect of duty, including but not limited to, unauthorized absences, excessive tardiness, excessive 
absences, abuse of benefits (including sick leave, health insurance, etc.), and failure to supervise 
students. 

 
16. Insubordination or failure to comply with directives from supervisors within the scope of employment. 
 
17. Failure to maintain certification/licensure. 
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Obtain documentation of employee notification, 
such as Critical Policies, Laws, and Rules; and 
other relevant documentation and training 

Principal/supervisor needs to obtain a copy of the employee’s most recently signed Critical 
Policies, Laws & Rules compliance checklist form.  In addition, collect and compile any other 
documentation or material evidencing employee’s notification or training on subjects that are 
relevant to the alleged misconduct. 

Investigate and document: 

• Administrative leave, if appropriate 
[MUST obtain HR Dept. approval] 

• Obtain evidence 

• Witness interviews and statements 

• Video surveillance, etc. 

Depending upon the specific situation and the nature of the possible Cause(s) of misconduct that 
may lead to disciplinary action or termination of an employee, it may be appropriate at the 
beginning of the investigation to place the employee on administrative leave.  The District may 
place an employee on paid administrative leave for health, safety, investigative, or other 
concerns.  Administrative leave may be invoked when the employee’s continued presence at 
work may negatively impact students, the school environment, or the operation of the school, or 
may otherwise be harmful to students or to the District.  Administrative leave may be invoked 
when further investigation is deemed necessary or desirable in order to make an informed 
decision concerning the employment or discipline of an employee. The decision to place an 
employee on administrative leave, and the terms of such leave, is at the sole and absolute 
discretion of the District and must be authorized by the Director of Human Resources. 

18. Use, possession, sale, distribution, or being under the influence of any of the prohibited substances 
identified and defined in Nebo School District Policy GBCC, Alcohol and Drug-Free Workplace, while 
on school or District property; at a school or District sponsored activity; or at any time while on duty, 
supervising students, or otherwise acting within the scope of employment as defined by that policy. 

Work 
with HR 
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The principal/supervisor shall promptly conduct an investigation of the possible Cause(s) of misconduct 
that may lead to disciplinary action or termination of an employee.  The investigation should commence as 
soon as reasonably possible following receipt of the information.  
 
If at any point during the investigation, the disciplinary action that may be imposed, is reserved for issuance 
by the Superintendent or designee (H.R.) including one or more of the following: Probation, Disciplinary 
Transfer, Suspension, Reduction in Pay or Hours, Dismissal/Termination for Cause, or other Disciplinary 
Action reserved for use by HR, be sure to communicate with the HR Director as soon as possible to 
determine next steps. 
 
During the investigation, the principal/supervisor shall gather any evidence and pertinent information 
concerning the alleged misconduct, such as surveillance videos; written records, forms, and documents; 
computer and electronic records; letters, emails, and other correspondence; witness statements; physical 
evidence; investigative and police reports; etc. 
 
The principal/supervisor shall also talk with the following persons individually and make a record of their 
conversations: 

• Any person(s) who may be a victim or is making the allegations of misconduct against the employee 
(e.g., student, parent, employee, etc.); 

• Any person(s) who may have witnessed the alleged misconduct; and 

• Any person(s) who may have relevant information concerning the alleged misconduct. 



Page | 17  
 

 
 
 
 
 



Page | 18  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Present evidence to employee and provide 
opportunity for employee to be heard 

Prior to taking any disciplinary action beyond a verbal directive/written summary, the principal/supervisor 
shall give the employee notice of the accusation(s), evidence of the misconduct, and the opportunity to be 
heard (i.e., to respond to the allegations and tell his/her version of the story). This is sometimes referred to 
as a “Loudermill Hearing.”  Cleveland Board of Education v. Loudermill, 470 U.S. 532 (1985). 
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Continue investigation, as appropriate 

Document findings, conclusions, and Cause(s) of 
misconduct, as found in NSD Policy GCPD and in 
the applicable Employee Handbook 

The principal/supervisor who conducts the investigation is the “finder of fact” and must make and document 
their findings and conclusions in connection with the Causes listed above.  In making these findings and 
conclusions, the principal/supervisor may take into account:  
 

• The statements made by the persons identified above; 

• The details and consistency of each person’s account; 

• Evidence of how individuals have reacted to alleged incident(s) of misconduct; 

• Evidence of any similar past instances of misconduct by the employee; 

• Evidence of any past complaints that were found to be true or untrue; and 

• Any other physical evidence or pertinent information applicable to the particular situation. 
 
If misconduct by the employee is deemed to be substantiated by the evidence, the principal/supervisor may 
take into consideration the following in order to judge the severity of the employee’s misconduct:  
 

• How the misconduct affected students, parents, employees, patrons, and school/work environment; 

• The type, frequency, and duration of the misconduct; 

• The number of persons involved; 

• The age, maturity, and other pertinent attributes of the persons involved; 

• The time, place, and situation where the incident(s) occurred; 

• Other incidents at the school/work; and 

• Any other physical evidence or pertinent information applicable to the particular situation.  
 
The principal/supervisor must document the findings and conclusions of the investigation concerning the 
employee’s misconduct, and explain how the employee’s misconduct violated one or more of the above 
listed Causes.  These Causes are found in Section 4, Causes for Disciplinary Action, of Nebo School District 
Policy GCPD, Section 11, Termination and Corrective Action, of the Nebo Certified Employees Handbook: 
Section 11, Termination and Corrective Action, of the Nebo Classified Employees Handbook, and Section 
11, Termination and Corrective Action, of the Nebo Management Team Handbook. 
 
The principal/supervisor must notify the Director of Human Resources and provide her/him with all the 
evidence and documentation concerning the employee’s misconduct. 

Impose disciplinary action: 

• Verbal directive / written summary 

• Written warning and directive 

• Written reprimand and directive 

• Probation (HR) 

• Disciplinary transfer (HR) 

• Suspension (HR) 

• Reduction in pay or hours (HR) 

• Dismissal / Termination for Cause (HR) 

• Other disciplinary action (HR) 

Notify 

HR 
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The District may proceed with one or more of the following disciplinary actions against an employee for 
any misconduct that falls within the listed Causes.  Discipline should be progressive and appropriate to the 
misconduct at issue.  In matters that involve more serious misconduct, the District may elect to exclude 
any or all of the following actions and proceed directly with termination for Cause. 
  
1. Verbal directive / written summary - A verbal directive may be used by the principal/supervisor to assist 

the employee in correcting the conduct in question at the lowest possible level. No record of a verbal 
directive is placed in the employee’s personnel file at the District Office, but the principal/supervisor 
may keep in a school/department file a written summary of each verbal directive to document attempts 
to assist the employee in correcting the conduct in question. 
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2. Written warning and directive - A written warning, which gives the employee notice that his/her conduct 
is in question or in violation of policy, may be issued by the principal/supervisor or District administrator. 
This warning does not prejudice the right of the District to proceed with termination for Cause on the 
same set of facts that gave rise to the warning or new facts should any misconduct continue. A copy 
of the written warning shall be placed in the employee’s personnel file at the District Office. 



Page | 22  
 

 
 
 
 
 
 
 
 

 

3. Written reprimand and directive - A written reprimand, which rebukes the employee and warns that 
his/her contract is in danger of being Terminated, may be issued by the principal/supervisor or District 
Administrator. This reprimand does not prejudice the right of the District to proceed with termination 
for Cause on the same set of facts that gave rise to the reprimand or new facts should any misconduct 
continue. A copy of the written reprimand shall be placed in the employee’s personnel file at the District 
Office. 
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4. Probation - The Superintendent or his/her designee (generally the Director of Human Resources) may 
place the employee on probation. Probation is a period during which the Employee’s compliance with 
District policy, contract, or law is subject to critical and frequent examination and evaluation. The 
employee may lose certain privileges, benefits, and/or responsibilities during the probation, and 
additional terms and conditions may be imposed on the Employee.  Probation may be imposed in lieu 
of more severe disciplinary action based on the Employee’s admission of wrongdoing and 
demonstrated commitment to compliance.  Failure to comply with the terms and conditions of probation 
may subject the Employee to further disciplinary action. The Superintendent /or designee retains sole 
authority for determining the length and terms and conditions of the probation.  Probation shall not 
prejudice the right of the District to proceed with Termination for Cause on the same facts that gave 
rise to the probation or new facts should any misconduct continue.  A written record of the probation 
shall be placed in the employee’s personnel file at the District Office. 
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5. Disciplinary transfer – The Superintendent or his/her designee (generally the Director of Human 
Resources) may transfer the Employee to a new location or new assignment. Disciplinary transfer of 
an Employee shall not prejudice the right of the District to proceed with additional disciplinary action, 
including Termination for cause on the same facts that gave rise to the transfer or new facts should 
any misconduct continue.  A written record of the transfer shall be kept in the employee’s personnel 
file at the District Office. 

 
6. Suspension - The Superintendent or his/her designee (generally the Director of Human Resources) 

may place the Employee on suspension without pay.  Suspension is a period in which the Employee 
is prohibited from reporting to work or performing any employment responsibilities. A suspended 
Employee receives no compensation for the period of suspension. The Superintendent or designee 
retains sole authority for determining the duration of the suspension.  An Employee may be suspended 
pending further investigation when allegations of misconduct are more likely true than not.  An 
Employee may be suspended for the purpose of awaiting the outcome of criminal charges pending 
against the Employee.  The fact that criminal charges against an Employee may be resolved in favor 
of the Employee shall not preclude the District from initiating further disciplinary action, including 
Termination, against the Employee based all or in part upon the same facts that gave rise to the criminal 
charges.  Suspension of an employee shall not prejudice the right of the District to proceed with 
Termination for cause on the same facts that gave rise to the suspension or new facts should any 
misconduct continue.  A written record of the suspension shall be kept in the Employee’s personnel 
file at the District Office.  
 

7. Reduction in pay or hours – The Superintendent or his/her designee (generally the Director of Human 
Resources) may reduce the pay or hours of the Employee. The reduction in pay or hours shall not 
prejudice the right of the District to proceed with additional disciplinary action, including Termination 
for cause on the same facts that gave rise to the reduction or new facts should any misconduct 
continue.  A written record of the reduction shall be kept in the Employee’s personnel file at the District 
Office. 

 
8. Dismissal/Termination for cause - An Employee may be dismissed if other disciplinary action fails to 

cause correction of the Employee’s misconduct or if the seriousness of the misconduct warrants 
Termination without prior corrective action. An employee may not be dismissed without first being 
offered minimal due process as outlined in Section 8, Orderly Dismissal Procedures, in Policy GCPD, 
Employee Discipline, Administrative Leave, and Orderly Termination. An Employee who has been 
dismissed from employment may appeal such action within the grievance procedure as provided in the 
applicable employment handbook. All dismissals/terminations shall be authorized and handled by the 
Superintendent or his/her designee (generally the Director of Human Resources). 

 
9. Other disciplinary actions – There may be other disciplinary actions imposed upon an employee.  Such 

other disciplinary actions must be authorized and handled by the Superintendent or his/her designee 
(generally the Director of Human Resources). 

Written notice of 
termination  

(30-day written notice of intent to 
terminate) 

(Inform of due process / grievance 
procedures) 

 



  

 

[NON-RENEWAL TAB] 

 

 

 

 

 

 

NON-RENEWAL 

 of  

Employee Contract 
 



Page | 26  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NON-RENEWAL of 
Employee Contract 

Complete Evaluation(s) by 
February 15th 

Utah Code Ann., §53G-11-504 requires that each school district employee be evaluated annually.  
Exemptions from the annual evaluation requirement may be made for At-Will and Temporary Employees. 
 

Send recommendation letter for 
non-renewal to HR Dept. (Letter 
must have administrator’s wet-ink 
signature and be received by HR 
no later than April 1st) 

Unless an individual contract of employment expressly provides otherwise, a Provisional Employee shall 
be employed for the contract term and may be terminated during the contract term only for Cause or under 
the provisions of Nebo School District Policy GCPF, Reduction of Force. Each Provisional Employee will 
be re-employed for the succeeding year unless given notice as provided below. 
 
Utah Code Ann., §53G-11-503 provides that a Provisional Employee’s status may be extended up to an 
additional two (2) consecutive years (one (1) year at a time).  In order to extend a Provisional Employee’s 
status, the principal/supervisor must send to the Director of Human Resources  a Request for Extension 
of Provisional Status by April 1st. 

Notify 

HR 
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Under certain circumstances, it may be appropriate to non-renew a Provisional Employee’s contract.  If the 
District determines not to re-employ a Provisional Employee for the next contract term, the 
principal/supervisor must send to the Superintendent a Request for Non-Renewal to the Superintendent 
by April 1st. 
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Notice of non-renewal shall be given by the Human Resources Department to the Provisional Employee 
by personal delivery or U.S. Certified Mail by April 15th.  This notice shall contain the date of its execution 
and a clear and concise statement that the Provisional Employee’s contract will not be renewed as per 
Utah Code Ann., § 53G-11-513.  Notice will also include a statement allowing for an informal conference 
with the Director of Human Resources. 

Written notice of non-
renewal from  

Human Resources 
(60-day written notice of intent to 

terminate) 
(Notice must be received by 

employee no later than April 15th) 
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Termination of 

SERVICES 
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Termination 
of an At-Will 
Employee  

Written notice of 
termination 

generated by HR  
 

(Services no longer 
required) 

Recommend termination of an 
At-Will Employee to HR Director 

Work 
with HR 


