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Positive Discipline Process



	Action
Issue
	Initiator
	Consultation Prior to Action
	Prior

Approval
	Location
	Management

Witness

Required?
	Documentation

Required
	Employee

Signature

Required
	Documentation

Distribution
	Right
to Review
	Maximum Number Allowed
	Length of Time Active
	Responsibility for Removal
	Eligible for

Perf.-Based

Increase

	Informal  Discussions

	Positive

Contact

	Immediate/

Evaluating

Supervisor
	No
	None
	Anywhere
	No
	Productivity File

Note 

Recommended
	No
	Productivity 

File
	NA
	No

Limit
	NA
	NA
	Yes

	

	Informal 
Coaching / 
Casual Conversations

	Immediate/

Evaluating

Supervisor
	No
	None
	Anywhere
	No
	Productivity File

Note 

Recommended
	No
	Productivity 

File
	NA
	No 

Limit
	NA
	NA
	Yes

	Performance

Improvement

Discussion

	Immediate/

Evaluating 

Supervisor
	No
	None
	Private

Space
	No
	Discussion
Worksheet
	No
	Productivity

File
	No
	No 

Limit
	NA
	NA
	Yes

	Formal levels of Disciplinary Action

	Reminder 1

	Immediate/

Evaluating

Supervisor
	HR

Coordinator/

Director 
	Initiator’s 

Immediate

Supervisor
	Private 

Space
	Yes
	Discussion 

Worksheet
	Yes
	Employee

Productivity File


	No
	1 in each

area – performance,

conduct or attendance
	6

Months
	Employee
	Yes

	Reminder 2

	Immediate/

Evaluating

Supervisor
	HR Coordinator/

Director
	Initiator’s 

Immediate

Supervisor
	Private

Space
	Yes
	Discussion

Worksheet &

Memorandum
	Yes
	Employee

Personnel File

Initiator’s 

Supervisor
	Yes
	1 in each

area – performance,

conduct or attendance
	9

Months
	Employee
	Yes

	Decision

Making

Leave

	Immediate/

Evaluating

Supervisor
	        HR  Coordinator/

    Director  
	Vice 

President
	Private

Space
	Yes
	Discussion Worksheet &

Memorandum
	Yes
	Employee

Personnel File

Initiator’s Supv./VP,
President.


	Yes
	1 
	12 

Months
	Employee


	No

	Termination

	Termination


	President
	HR Coordinator/ Director & Office of Legal Services or  TCSG HR Director
	President  and, as applicable,  Commissioner
	Private Space
	Yes
	    Discussion Worksheet & Memorandum
	Yes
	Employee Personnel File, Initiator’s Supv/VP, President 
	Yes
	NA
	NA
	NA
	NA
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