DISCIPLINE WITHOUT PUNISHMENT GUIDANCE
Pre-Meeting Discussion Planning
Leaders, ask yourself these questions to help prepare for important employee performance discussions:
What is the basic issue/overall concern? 
What type of problem is it? 
Type of problem:    ____Attendance   _____Performance   _____Conduct 
Has this issue been addressed before?  When?  By Whom?
What is the desired performance?
What is the actual performance? 
What is the impact of the current performance (What are the good business reasons why the problem must be solved?):
Consequences (how the individual’s experience with Taco Bell will be impacted)?
Action that this discussion is intended to be:
_____ Performance Improvement Discussion
_____ Reminder 1
_____ Reminder 2
_____ Decision Making Leave   

LEADERS, ask yourself these five questions BEFORE meeting with the employee.  Self-reflect on whether YOU have done your job well by training and teaching our staff, communicating feedback with encouragement, and leading by example. 
1. Was the employee instructed previously (BEFORE there was a problem) on the rule or policy that was violated?
2. Did the employee know in advance that the conduct was not allowed and subject to disciplinary action?  
3. Was the rule violated reasonably related to the safe, efficient, and orderly operation of the business?  
4. Is there substantial evidence that the employee actually did violate the rule?  (What do you know for sure?) 
5. Is the discussion/action planned reasonably related to the seriousness of the offense, to the employee’s record with the organization (for example, is this the first time he/she has been late? Or the 10th?), and to actions taken with other employees who have committed a similar offense? 
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