Employee Discipline Quick Guide

Follow these steps when administering employee discipline:

1. Preparation. Prepare for the meeting by reviewing your notes and files about both the incident or problem in question and any past discipline taken, either verbal or written.

2. Privacy. Meet with the employee privately. Do not discipline an employee in public or in front of other workers.

3. Be straightforward. Explain the purpose of the meeting to the employee and be straightforward. Your natural tendency may be to accentuate the positive attributes of your employees, but now may not be the time to do so. The purpose of the discipline meeting is to pinpoint and improve upon poor behavior. In accomplishing this goal, managers must tell the employee exactly what the problem is, what steps he or she must take to correct it, and the consequences of failing to do so. A supervisor or manager should always be careful to balance the identification of the unacceptable behavior with communicating the positive strategies available to the employee for ensuring success.
4. Be specific. State the specific problem in terms of actual performance versus desired performance. Rather than speaking in general terms, focus on examples of conduct that support the employee’s deficiency. By delivering information in this way, you are focusing on specific conduct rather than personality characteristics hence, the employee is less likely to view it as an attack. In addition, specificity will ensure that the employee is completely aware of the conduct that needs to be changed. 
5. Explain the importance of the problem. By explaining the potential effect an employee’s misconduct or performance problems may have on the company, you are focusing attention on the welfare of the company, rather than on the personal interaction between the manager and the employee. Reiterating the importance of the problem may be helpful in legal contexts because it may demonstrate that failure to correct the problem is, in fact, “good cause” for termination. 

6. Review policy & procedures. Review your company’s disciplinary policy with the employee, and explain what steps the company has taken thus far and what steps will be taken in the future.

7. Offer solutions. Advise the employee that you expect his or her behavior to change. Give specific examples and suggestions.  If appropriate, work together to come up with ways to remedy the problem. This approach makes it possible for the employee to perceive the situation as an opportunity to succeed rather than a personal attack. It also encourages creative problem-solving by the employee.
8. Documentation. Explain to the employee that you will be documenting both the meeting and the action taken.

9. Provide an opportunity for comments. Give the employee a chance to respond, explain, and defend his or her actions. All employees should be given the option to comment on the documentation, before placing it into their personnel file. Employees do not have to agree with the statement, but should sign an acknowledgment that they have received or reviewed it. Acknowledgment prevents an employee from later alleging that he or she was not aware of the problem. An opportunity to comment also demonstrates that the employer wanted to hear both sides of the story. 

10. Confirm expectations. Have the employee confirm that he or she understands the problem and is clear on what changes are expected. At the conclusion of the meeting, the supervisor or manager should confirm that the employee has fully understood the purpose of the meeting. Recap the problems and solutions and schedule a follow-up meeting. 
11. Reinforce the employee’s value. Reassure the employee that you value his or her work and that you want to cooperate with the employee to ensure continued employment.

12. Complete appropriate paperwork. Using your notes from the meeting, complete the warning form or other documentation, summarizing the disciplinary action.

13. Obtain signature of employee. If a written warning has been issued, be sure to have the employee sign it.  If he or she refuses, note it on the form.

14. Copy documentation & distribute to employee. Give the employee a copy of the document no later than the end of the day following the conversation.
15. Follow-up. Monitor the employee’s behavior and performance, and follow up if necessary. Look for improvements in their performance or behavior and make sure everything is proceeding smoothly; offer additional assistance if needed. 










