Legal and Effective Progressive Discipline

Pre-Test

Please read each question carefully and write your answer in the space provided below each question. The information you provide will help us determine what areas of the training program should be covered in more detail.

1. What is progressive discipline?

As I understand it, this refers to matching documentation of failures or offenses with appropriate level of discipline, starting with verbal reprimands that include clear expectations for improvements and a timeline for improvement. Failure to improve, or repetition of offenses would result in written disciplinary action which may or may not accompanied by short term suspension if deemed appropriate by HR and ineligibility to apply for other positions or receive bonus pay, the process culminates in eventual termination if the employee fails to respond to appropriate management action.
2. What are some basic guidelines for counseling employees?

Gather facts before taking any disciplinary action.  Do not make assumptions. Clearly state the problem to the employee, allow the employee to respond verbally or in writing without allowing the session to turn into a “bitch” session or allowing the employee to divert the supervisor onto other issues. Once facts have been ascertained, determine the corrective actions to be taken by management and the employee and fully explain these to the employee preferably in writing. Provide clear guidelines for employee improvement, including how this improvement will be determined. In most cases it should be clear to the employee, that they are making the determination about their continued employment through their actions.
3. List alternatives to termination as a means of dealing with problem employees?

While this is related to some extent to the nature of the problem, generally corrective reviews, closer supervision by management, and possible suspension may be used. In some cases, counseling by a third party may help if there has been a failure to communicate between the supervisor and employee or overt animosity between them. Depending on the structure of the department, reassignment to a different supervisor can sometimes save a valuable employee.
4. List examples of gross misconduct.

Misuse of leave time and falsifying leave reports.
Knowingly misrepresenting job related information that may result in the failure of a project or inappropriate use of resources. 

Verbal, sexual or physical abuse of another employee or customer.

Theft or other illegal activities (including security violations related to HIPAA or Student records).
Destruction of physical property or information (physical or electronic) in a manner not in accordance with state law and UNTHSC policies.
5. List the information that should be documented on problem employees.

Nature of offense or failure including all pertinent facts.
Date of the offense.

Documentation of action taken, which should be in timely manner.
Supporting documentation which could be emails, logs from servers or entry card system etc.
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