Discipline Without Punishment
The overall objective of our discipline system should be the development of self-disciplined individuals who are committed to the organization, its mission, its values, and its vision.

***Use the “Performance Discussion Record” on Zenput for any type of discussion***
Informal Transactions include: 
	Positive contacts/Recognition 
	Coaching
	Improvement Discussions
Formal Transactions include:
		Reminder #1
		Reminder #2
		Decision Making Leave (This step must involve the GM)
Instead of being reprimanded for what the employee has done or warned about what would happen next time, he is now REMINDED of two things:
1. The company’s expectation
2. His/her personal responsibility


Recognizing Good Performance:	
1. Do it often
2. Do it soon – be timely!
3. Think small and simple
4. Make it appropriate
5. Don’t wait for someone to do something perfectly-acknowledge their efforts along the way
6. Tailor the recognition to the individual
The Process of Coaching:
1. Determine the category the problem falls into
2. Identify the actual performance versus desired performance
3. Analyze why it is important that the problem be solved.  What are the good business reasons?
4. Gain agreement and commitment



Types of Problems:
1. Attendance     
Good attendance means showing up, fully prepared, on time, every scheduled shift, clean, sober, for the entire duration of the shift.  
2. Performance
Two causes:  Either lack of knowledge or lack of execution
3. Conduct
Professional behaviors are a condition of employment.  These are the minimum behaviors we require.  We must treat our co-workers and customers with respect. 


What about ATTITUDE????
Examples of a bad attitude:
· Makes negative comments
· Says “that’s not my job”
· Complains, complains, complains
· Works on low-priority task instead of more important parts of job
· Makes no effort to get along with fellow employees
Examples of a good attitude: 
· Demonstrates a spirit of cooperation
· Offers up solutions to team problems and doesn’t just complain about their existence
· Offers to assist others in their duties when time is available


ALWAYS self-reflect FIRST on your managerial responsibilities:
· Did you communicate clear expectations?
· Did you provide the necessary training?
· Are there appropriate consequences?
· Did you provide feedback?  How does the employee know how he’s doing?  Have you communicated the need for correction?
· Remove obstacles.  Does the person receive conflicting messages or instructions? Does the person have the time, tools, equipment, authority, and support to do the job? 
· Is there anything else I could have done???

Holding a coaching discussion: 

1. Open the conversation by getting directly to the point:  I have a problem; here’s what it is…; tell me about it.
“Joe, I’ve got a problem, and I need your help. “
“Debbie, there’s something that’s concerning me and I need to talk to you about it.”
Chris, there is something that’s bothering me and I need to see if I can get your help in getting it taken care of.”
2. Listen to what the employee has to say to make sure that the action you are planning to take is appropriate.
3. Ask the employee for agreement. If you gain agreement wrap the meeting up. If not, discuss logical consequences if he/she chooses not to correct.
4. End the discussion by communicating a positive expectation of change.
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