Positive Discipline
Summary of Program Elements

	Action
	What it is
	When it is used

	Informal Discussions

	Positive

Contact
	A Positive Contact is a discussion between a manager and an employee for the purpose of recognizing and acknowl​edging good performance. The discussion may or may not be formally docu​mented in a memo to the employee.
	A positive contact is used to recognize an employee who has performed some part of his or her job particularly well. It is also appropriate for someone who has measurably improved his or her performance, has maintained fully accept​able perfor​mance for a significant period of time, or has per​formed some part of his job, “above and beyond the call of duty.” 

	Informal

Coaching /

Casual 

Conversations
	Informal Coaching refers to the casual, brief, unrecorded, impromptu, day-in / day-out conversations between managers and employees to solve problems or improve performance on the spot. They are not formally documented; the only written record may be just a note in a supervisor’s calendar or performance diary.
	Informal coaching is typically the only performance improvement action ever required for the majority of employees. It is used to make immediate minor corrections or adjustments in an individual’s performance or behavior.

	Performance

Improvement

Discussion
	A Performance Improvement Discussion is a serious, planned-for discussion between a manager ​and an em​ployee about the need to improve performance. It is a not a formal step of disciplinary action. It is documented using the Performance Discussion Worksheet. The worksheet will be retained by the supervisor and will not be placed in or become part of the individual's formal personnel file unless problems continue. The supervisor may also confirm the discussion in a memo to the individual.
	A performance improvement discussion is appropriate any time a supervisor believes that an employee should be performing an element of the job more effectively, or needs to improve his/her atten​dance record, or is not following one of TCSG’s rules, procedures or expectations. It may or may not have been preceded by informal conversations or coaching discussions.

	Formal Disciplinary Transactions

	Reminder 1
	The Reminder 1 is the first step of the TCSG formal disci​pline proce​dure. It consists of a conversation between a supervisor and an employ​ee about a problem that must be solved. The transaction is documented by the supervis​or's completing the Discus​sion Worksheet, which is retained by the supervisor in the productivity file. It is active for 6  months.
	A Reminder 1 is appropriate when a supervisor decides that an issue of job performance, attendance or conduct re​quires formal notifica​tion to the employee of the need to change. It may or may not have been preceded by a Performance Improvement Discussion about the issue.

	Reminder 2
	The Reminder 2 is the second step of the TCSG formal discipline system. It consists of a discussion about a problem followed by the supervisor's writing a memo to the employee formally documenting the discus​sion and the need for immediate correction. It is active for 9 months.
	A Reminder 2 is appropriate when a supervisor decides that earlier Reminder 1’s have been unsuccessful in bringing about a performance improvement. A Reminder 2 is also appropriate when a situation arises which by itself is sufficiently serious to justify a second step disciplinary conversa​tion.

	Decision

Making

Leave
	The Decision Making Leave is the final step of the TCSG discipline system. It consists of a discussion with an employee about a problem followed by the employee's suspension from work on the following day. On the day of suspen​sion the individ​ual must decide either to solve the immediate problem and make a total commitment to acceptable performance, or decide to resign. To indicate TCSG’s hope that the employ​ee will decide to change and stay, the employ​ee will be paid for the Decision Making Leave day. It is active for 12 months
	The Decision Making Leave is appropriate when earlier Remind​ers 1 and/or 2 have been unsuccessful in bringing about a performance improvement. The Decision Making Leave is also appropri​ate when a situation arises which is sufficiently serious in and of itself to justify a final step disciplinary transaction, regardless of whether any earlier disciplinary steps have been taken.

	Termination

	Termination
	Termination represents the discharge of an employee from TCSG. 
	Termination is appropriate when earlier disciplinary trans​actions have failed to produce a sustained correction to a performance, attendance or conduct problem. Termination is also appropriate when an employee is involved in a disciplinary offense so serious that continued employment can not be justified.


