Information Guide
                                                                                                                 3 day session

Effective Employee Discipline

Supervisors and managers require a thorough understanding of a variety of shills needed to effectively supervise employees.  These skills include the ability to conduct effective employee counseling to correct problem behavior and performance and if the counseling efforts fail, proper procedures to follow in effecting formal disciplinary/performance actions.  However, good intentions do not override legal requirements for a supervisor/manager who is not aware of the decisions of appellate authorities and how those decisions affect the employee issues faced by the manager. 

Many conduct /performance cases are lost in appellate venues because of errors made by management when the employee was not properly confronted at the early stages of the procedure.  This course equips the management official with the skills and knowledge necessary to confront these employee issues with the assurance the procedures being followed will not result in a loss of the case being decided by a third party.

Content

· Disciplinary responsibilities of supervisors

· Distinguishing between performance and conduct

· Effective employee counseling techniques

· Progressive discipline

· Douglas factors

· Third-party review of cases

· Involvement of a union

· Other disciplinary issues

· Performance  based actions

· Burden of proof

· Problems with performance standards

Training Objective

· Understand difference between directive and non-directive counseling; when to use them; preparation and record keeping.
· Understand requirements of third parties when processing discipline/performance actions
· Participate in workshop situations to learn actual case decisions and the effect these have on the employee discipline the supervisor initiates.
Methodology:  Lecture, group workshops, video tape, use of flip chart and PowerPoint presentation.  Non-confrontational instruction methods are utilized to maximize participation and learning.

Target Audience:  Supervisors and Managers
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