


employer to discrimination claims down the road. 3). The employer should be objective. As important as being
factual, the employer must be objective. 4). The report must be clear and specific. 5). The form must be com-
pleted while the facts are fresh. There is nothing advantageous about stale facts. Managers should absolutely
complete the employee discipline form as soon as possible after the misconduct has occurred and 6).Make sure
the employee signs the document and that the same is reviewed with the employee. If the employee refuses to
sign the form, then the manager must make a notation on the form that the employee failed to sign the acknowl-
edgement.

3. Fair treatment of the employee. Fairness and uniformity in the process will ensure that discipline is being
applied even handedly even to those employees who are problematic. Remember, it is the problematic employ-
ees that are the first to engage counsel and bring suit. If necessary, human resources may want to review the or-
ganization’s handbook with managers and supervisors on a periodic basis to ensure that they are familiar with
the polices and are uniformly enforcing them. If, for example, you are going to offer one employee an improve-
ment plan, then such plans must be made available for all employees who are having performance problems.

Documentation of employee misconduct must be handled as a business issue. While supervisors or managers
may feel that their time would be better spent doing something other than dealing with these issues, the process
is essential . Adherence to the process not only protects the employee, but, in so doing, protects the company as
well. Without a comprehensive written record documenting employee performance issues and management’s re-
sponse, employers increase the risk of creating a “he said, she said” situation when taking adverse employment
actions.



