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Steps of The Positive Discipline Process Form
	1st step – Verbal reminder 

	Date: 


Employee’s name: 


	The facts that bring the manager to make this intervention (Reason(s) for the meeting/dissatisfaction):
Objectives to be met to improve the situation (Expectations/results hoped for):

· 

	Solutions proposed by the employee:

Solutions agreed to (after discussion and agreement between the manager and employee):

· 

	An explanation of the disciplinary process that will be continued by the manager, in the event that the employee does not follow through with the agreed to solutions.

	Verbal commitment from employee

The employee verbally agrees to make the effort necessary to correct the situation and meet the set objectives.

· Yes

· No

Note: It is advised to keep this form in the employee’s file for future reference, if necessary.



Name of manager who met with employee        
Signature of Manager


(Please print)

	 2nd Step – Written reminder

	Date: 


Employee’s name:


	The facts that bring the manager to make this 2nd intervention (Reason(s) for the meeting/dissatisfaction):

Objectives to be met to improve the situation (Expectations / results hoped for):

· 

	Solutions proposed by the employee:

Solutions agreed to (after discussion and agreement between the manager and the employee):

· 

	An explanation of the disciplinary process that will be continued by the manager, in the event that the employee does not follow through with the agreed to solutions.

	Written commitment from employee 

I agree to put into practice the solutions, as discussed, and to meet the expectations of my employer.

Signature of employee:

Note: This document will be kept in the employee’s personal file.


	 3rd Step – Loss of a privilege and/or suspension

	Date: 


Employee’s name


	The facts that bring the manager to make this 3rd intervention (Reason(s) for the meeting/dissatisfaction):

Objectives to be met to improve the situation (Expectations/results hoped for):



	Privilege removed: 


and/or

Suspension: 


Duration of suspension: 


	An explanation of the disciplinary process that will be continued by the manager in the event that the agreed to solutions are not followed through by the employee. 

	Written commitment from employee 

I have received an explanation of the reasons for this disciplinary measure; I agree to follow through with the solutions, as discussed, and to meet the expectations of my employer.

Signature of employee:

Note 1: Give a copy of this document to the employee.

Note 2: This document will be kept in the employee’s personal file.


	4th Step – Written commitment

	Date: 


Employee’s Name:


	My employer or employer’s representative has met with me on three (3) occasions. The following facts and/or unsatisfactory behaviour have been explained to me:

My employer’s expectations and desired changes are:

· 

	The solutions agreed to by my employer and me are the following:

· 

	Written commitment of employee 

This step is a final notice. In the event of non-collaboration, I am putting myself at risk of definite dismissal. Therefore, I agree to follow through on the solutions, as discussed, and to meet the expectations of my employer.

Signature of employee:

Note 1: Give a copy of this document to the employee.

Note 2: This document will be kept in the employee’s personal file.
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