
Conduct a documented 
verbal warning: an informal 
discussion noting the issue 

and expectations for 
improvement. Document the 
conversation for internal 

records.

#1

Use suspension with or 
without pay (based on policy) 
as a final warning stage. 

Communicate expectations 
clearly upon return.

#4

Progressive Discipline Process & Tips

Provide a written warning 
detailing the concern, 

expectations for change, and 
a timeline. Have the employee 
acknowledge receipt, even if 

they disagree.

#2

Implement a PIP with 
measurable goals, coaching 
support, and regular check-

ins. Include clear 
consequences for not 
meeting expectations.

#3

Consider demotion or 
reassignment only when 

supported by documentation 
and policy. Clearly outline the 
new role and expectations.

#5

Terminate only after 
consistent application of prior 
steps, clear documentation, 
and review by HR or legal if 

risk is high.

#6

Maintain complete, dated 
documentation at each step. 

Apply the process 
consistently across 

employees to minimize legal 
risk and demonstrate fairness.

#7

Use progressive discipline to correct behavior, not punish. Termination should only follow consistent, documented steps.

Consult HR/legal before skipping steps or when behavior is egregious (e.g., violence, theft).




