
Practical Progressive Discipline
Purpose, Processes, and Pitfalls

FEN Conference May 2023

Adrienne McElroy, Charlotte County Public Schools

Kathy Scalise, Pasco County Public Schools

Patrick Keegan, University of Florida



Roadmap

• Overall Process
• What’s the Purpose?
• Why is it important?
• Performance vs Discipline
• Pasco Plan Taking Action Manual (Advanced 

Plan)
• How can you proactively identify problems?
• Basic Components
• Common Mistakes



The Disciplinary Process

1. Allegation/Accusation
2. Investigation
3. Presentation
4. Refutation
5. Consideration
6. Assignation
7. Appellation
8. Arbitration



Purpose of Progressive Discipline

Common misconception:

“The boxes HR makes me check before they let me fire someone”

What it SHOULD be:

A program of procedures designed to abate unwanted and/or inappropriate 
behavior through incrementally increasing consequences, supplemented by 
learning and development opportunities, applied consistently and objectively, and 
containing an explicit appeals process



Why Progressive Discipline?

• Execute Ethical Obligation
• Limit Employer Liability
• Identify and Retain Staff Appropriately
• Identify and Separate Staff Appropriately
• Informs Critical Professional Development 

Programs/Needs



Performance 
vs.

Discipline

Have a clear plan

Know your language 
regarding Performance 
Improvement Plans

Bargain it if not
Who does what, when?
Use it!  Every supervisor 
has a worst employee

Understand the Documentation 
requirements and STAY FOCUSED

Train your principals and other middle 
management



An Advanced Approach

• Pasco County Plans: Instructional and Non-Instructional
• Categories of Employees: Probationary, Annual, PSC/CC
• Step-by-Step Process
• Advanced Matrices
• Dozens of Templates/Sample Letters
• Specifics Attendance Processes
• Interaction between DCF and District Requirements

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pasco.k12.fl.us%2Flibrary%2Fer%2F2020_Taking_Action_Manual_for_INSTRUCTIONAL.pdf&data=05%7C01%7Cpkeegan%40ufl.edu%7C433dc36f21914473f47808db46510c90%7C0d4da0f84a314d76ace60a62331e1b84%7C0%7C0%7C638181086470705790%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1ZjiMoVnaH7geaB9A3aPSiRvB3TvKKtC8OmKxx3i2I4%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pasco.k12.fl.us%2Flibrary%2Fer%2F2020_Taking_Action_Manual_for_NON-INSTRUCTIONAL.pdf&data=05%7C01%7Cpkeegan%40ufl.edu%7C433dc36f21914473f47808db46510c90%7C0d4da0f84a314d76ace60a62331e1b84%7C0%7C0%7C638181086470705790%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=PLSrQhc%2Fyp%2Bukg%2BYpylr4d1kV%2BHifQ7xdDxjATtGo0M%3D&reserved=0


Being Proactive… Staying Vigilant

• Think of this like a household chore:
• Requires regular attention
• No One wants to do it
• When it’s not addressed, things get 

very messy and gross

• Systematize the Assignment of the Work

• (Quality) Supervisors know their most 
troubled Employees

• How are Supervisors 
improving/addressing/supporting



Components of a Basic Plan

• Intake/Allegation Matrix (Handoff to Central HR/ER?)

• Basic Investigation Principles
• Including how to conduct an administrative interview and Weingarten

• Explanation of Just Cause

• Description of Due Process

• Identify steps of Progressive Discipline from Informal to Formal
• Informal Contact (verbal, written), Letter of Counsel/Instruction, Required Training/Provision of 

Support, Written Reprimand, Suspension (paid or unpaid), Termination

• Examples Matrix

• How to Assign Discipline and Document it Appropriately (Including notifying outside agencies)

• How to run a Disciplinary Meeting

• Training/Communication Materials 



Traps, Pitfalls, Landmines, and Union Cliches

• Failing to Document
• Inconsistent Application/Assignment of Discipline

• Contract Language, School Board Policy, Employee Handbook, Matrix, Knowledge of 
Cases/Precedents

• Overreaching/Failing to Act
• Failing to Meet Seven Tests of Just Cause
• Succumbing to Avoidance (Leaves of Absence, FML, Admin Leave)
• Shift Performance to Discipline or vice versa (to get a procedural dismissal)
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