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Managing Effective Progressive Discipline



Welcome and Introductions

Name

Background and experience

Job role

Interests

Goals 
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Ask the following questions to your 
partner:
1.What do you both have as similarities 

(each partner will need their own 
answer)

2.What do you both have that is different 
(each partner will need their own 
answer)

SIMILARITIES 
& 

DIFFERENCES
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Agenda for the day
Our Greatest Assets – Our People????

Dealing with problems in the workplace

Understanding your role in “PM”

Is it performance or misconduct

Discover the key to assertive communication

Policy, legislation and your employee

Termination is the last straw 

What to do when the dust settles
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Increasingly stiffer penalties are 
imposed for repeated acts of 

indiscipline.
Businessdictionary.com

What is the definition for
“PROGRESSIVE DISCIPLINE”



What is the definition for
“PROGRESSIVE DISCIPLINE”

When performance & behaviour does not 
meet expected standards.

Helping with 
understanding the 

problem & finding opportunities for 
improvement



Infraction

Determine 
severity

Investigate 
concerns

Determine 
level of 
action

Document

Deliver

Follow up

7 Steps



Types of 
infractions or 

behaviours 



Policy 
example 
handout



What happened?
Sharon works as an administrative assistant for a small 
office.  When Patty hired her 5 months ago, Sharon had a 
great attitude, was excited to learn new things, and seemed 
capable to perform the duties of her role.  Over the last 2 
months, Sharon’s attitude started to change, she was 
complaining more and more and others where getting 
frustrated with her.  Her work started to show numerous 
careless mistakes and she was forgetting important tasks. 
Patty has spoken to Sharon numerous times about her 
concerns and what she expects from her.  As time moves on, 
things are not getting any better.
Patty has to address the situation as soon as possible.

Case Study 



Review your case and determine the following:

1.What is the issue or concern

2.What policy or policies have been violated

3.Does the issue warrant “Progressive Discipline”?

Case Study Review
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Review your case and determine the following:
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Case Study Review



Coaching

Verbal

Written

Final Written

Termination

Possible Suspension

5 Levels of Progressive Discipline



Problem Solving/Planning Tactics

30

What are some ways we can 
improve  the situation in the 

workplace?



Problem Solving/Planning Tactics
Discipline/correction

Progressive discipline/coaching (manager/employee)

Move people out

Downsizing, employee buyouts, termination

Move people up/down/across

Promotion, demotion, lateral transfer

Move people in

Recruitment and selection

Hiring off the street

Progress in place

Development in current position
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Employee Relations 
Building an Effective Workplace

Develop and maintain effective relationships, strong morale

Explain and clarify policies and procedures

Coach, mentor, train employees and supervisors

Assists in communications between employees and 
supervisors

Guide and assist with corrective action and planning, 
disciplinary actions

Focus on employee engagement 
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What's Going on in Your 
Environment? 
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Aging workforce, retirements

Turnover of staff 

Young people not returning to the community

Jobs require higher levels of training

Increased use of technology

Greater number of legislation, regulations impacting job 

roles



Workforce Planning 

Deeper understanding of workforce dynamics

Ability to assess future supply and demand

Identifies and confirms the gap 

Enables more effective HR management

Aligns workforce to strategic goals

Creates a decision tool to help weigh alternatives
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Workforce Planning 

All about rights! 

Right Time

Right Culture

Right Skills

Right Place

Right Pay 

Right Supervision 
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Workforce Planning 
Workforce Planning: Gap Analysis Methodology 

 

 

 

 

 

 

 

 

  

Headcount 

and 

 Competencies 

Retirement 

and 

Separations 
 

Headcount 

and 

Competencies 
 
 

Headcount Gap 

• Difference between the number of employees remaining in the 

current workforce after retirements and separations have been 

taken into account (future supply) and the number of 

employees needed in the future based on business needs 

(future demand) 

 

Competency Gap 

• Gaps in the number of staff remaining after retirements and 

separations have been taken into account 

• Competencies/Skills that retired and separated employees took 

• Competencies/Skills needed in the future based on business 

needs 

 

Headcount Gap 

• Difference between current supply and current 

demand headcounts 

 

Competency Gap 

• Difference between current supply and current 

demand in skill, knowledge, and ability 

 

Business  

Drivers 
 

Headcount 

and 

Competencies 
 

Headcount 

and 

 Competencies 
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Workforce Tactics

Organization Redesign

Process Redesign

Outsourcing

Temporary hires

Increase Overtime

Job Sharing 
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Job Rotation

Retirees

Natural Attrition

Early Retirement

Talent Pools

Two-in-the-box

Consulting



Succession Planning

Proactive and long term

Ensures skill continuity through planned 

employee development

Reduces the risk of wisdom and skills walking 

out the door
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Workforce Planning

Name Enter the individual’s full name

Position Enter the individual’s current position title

Education Enter the highest level of formal education attained

Date of Hire Enter the date of hire 

Ready Code Select and enter one of the following readiness codes to 
indicate the best judgment as to when the individual may 
be ready for promotion

RN Ready Now. This means the individual could 
realistically be placed in the role now.

R1 Ready within one (1) year

R2-3 Ready within two (2) to three (3) years

R3-5 Ready within three (3) to five (5) years
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Workforce Planning
Colour 

Code

For each “incumbent” box on the Succession Planning Chart, include one of the 
following colour codes:

Green Based upon a review of overall performance experience and conduct, 
the employee is considered promotable. To be coded as “green” the 
incumbent must have greater than one (1) year of service in their 
current role. 

Yellow Based upon a review of overall performance, experience and conduct, 
the employee is considered to be an able and capable performer; 
however, they are not considered as promotable.

Red Any incumbent with less than one (1)  year of service with the Agency 
at the time of Succession Planning review should be designated as 
“Red”; or

Any incumbent whose performance in the current role is less than 
satisfactory should be coded as “Red”. For any such individuals a 
performance improvement plan should be prepared and implemented.

Special Note:
If there are no suitable internal candidates for a position, the 
code “no internals” should be noted in the “Name” column. 40



Name Position Education Date of 
Agency Hire

Ready 
Code

1.

2.

3.

Executive Director

Incumbent

Name: 

Service Manager

Incumbent
Name: 

Service Manager

Incumbent
Name: 

Service Manager

Incumbent
Name: 

Service Manager

Incumbent
Name: 

Service Manager

Incumbent
Name: 

MANAGEMENT 

Name Position Education Date of 
Agency Hire

Ready 
Code

1.

2.

3.

Name Position Education Date of 
Agency Hire

Ready 
Code

1.

2.

3.

Name Position Education Date of 
Agency Hire

Ready 
Code

1.

2.

3.

Name Position Education Date of 
Agency Hire

Ready 
Code

1.

2.

3.

Manager of Finance and Administration

Incumbent

Name:

Name Position Education Date of 
Agency Hire

Ready 
Code

1.

2.

3.
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Workforce Planning Grid 



Summary

People Challenges

HR functions

Recruitment

Interviewing

Compensation

New Hire orientation

Goal setting

Performance Mgmt

Employee engagement

Employee relations

Managing conflict

Personnel records

Policies and procedures

Workforce planning

Succession planning

Summary 
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Questions? 
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Thank You
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