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Incident Occurs 

Supervisor meets 
with HR Director

Suspension without Notice 

Informal Verbal Warning 

Formal Verbal / Written 
Warning 

Formal Written Warning 

Decision Making Leave Day 

Proceed to Decision Making 
Leave Day Process Map 

College HR contacts the 
College President and 
District HR Director to 

review the situation and 
recommendation 

District HR does not approve 
recommendation for suspension 

College HR Director and 
Supervisor move to the Decision 

Making Leave Day process College President and District 
HR approves recommendation 

for suspension 

College HR Director and 
Supervisor meet with employee 
and discuss the situation and 

decision

College HR begins the 
investigation and documentation 

of the event

At completion of 
investigation, College HR 
Director communicates 

findings with the supervisor, 
College President and 

District HR  

Findings support termination of 
employment 

Findings do not support 
termination of employment 

College HR Director 
communicates investigation 

results to supervisor, College 
President and District HR 

Director

College HR Director contacts 
and arranges meeting with 
employee and supervisor 

College HR Director 
discusses investigation 

results and communicates 
decision to employee  

Proceed to Decision Making 
Leave Day Process Map 

College HR Director and 
supervisor agree to recommend 

termination of employment 

College HR Director 
communicates decision and 

findings to College President for 
approval 

District HR does not 
agree to termination College HR Director 

contacts District HR 
Director, or designee, 

for review and approval  

College HR Director contacts 
President and supervisor to 

discuss next step 

College HR Director schedules 
appointment with employee, 

Director and supervisor 

College President and 
District HR agrees to 

termination 

College HR Director 
informs supervisor 

College HR Director 
schedules appointment for 
employee to meet with the 

Director and supervisor 

College HR Director 
discusses investigation 

results and communicates 
decision to employee 

Exit process is conducted 
with employee 

(See Exit Process Map) 

College HR Director and 
supervisor discuss 

investigation results and 
future expectations with 

employee which is 
documented as a formal 

written warning or Decision 
Making Leave

Employee leaves campus 

Employee leaves campus 

Employee returns to work 

Employee 
returns to work 

Employee goes to Decision 
Making Leave Day 


