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 Every supervisor and manager is charged with 
properly handling staff performance issues. When 
performance is outstanding and staff members are 
eagerly engaged, life is good and the organization 
enjoys success. However, work life is not good 
when poor performance becomes an issue. This 
course addresses how every supervisor can make 
effective performance improvement a reality with 
specific knowledge, understanding and additional 
tools for success to the benefit of the individual, 
the work team and entire organization. Actual 
cases will be used to enhance student learning. 

 



 Be familiar with organizational PEFORMANCE and discipline concepts 
and terminology.; 

 Be able to handle allegations and conduct proper investigations into 
complaints; 

 Be able to identify which disciplinary actions and procedures are 
appropriate to use in specific situations.; 

 Know how to impose staff/employee discipline.; 
 Be able to write a Performance Improvement Plan (PIP). ; 
 and how and when alternatives to traditional discipline may be most 

effective 
 Be familiar with the concept of Workplace Violence and how to 

prepare your organization for prevention and develop a functional 
response. ; 

 Understand the role due process plays for staff members, particularly 
in the public sector.  



 Performance Mgt vs. 
Performance Appraisal 

 Code of Conduct 
 Ethical Behavior 
 Employment-at-Will 

(EAW) 
 Wrongful & Constructive 

Discharge 
 Just Cause 
 Due Process 
 

 
 
 

 Complaint 
 Allegation 
 Investigation 
 Discipline Avoidance 

Reasons 
 Discipline- Types, 

Progressive, 
Alternative 

 Wrongful vs. Effective 
Discharge/Termination 
 
 
 
 
 



 The Absentee Probationer  
 The Heavy Footed Recruit  
 The Angry Hospital Pharmacist  
 The Concerned Family Member 
 The Macho Man Recruit  
 The Very Friendly Supervisor  
 The Disgruntled Co-worker  
 The Time Card Waltz 
 Romancing the Assistant Chief 

 

 



Failure To Communicate 



1. 
2. 
3. 

 



 1. Effective Communicator, Expectations clear 
 2. Honest, Genuine 
 3. Accessible 
 4. Trustworthy, Fair 
 5. Gives Encouragement 
 6. Consistent 
 7. Goal Oriented 
 8. Problem Solver 
 9. Willing to Work Next to Subs 



 Rights: Power, privileges or interests derived from 
law, nature, or tradition 

 Statutory rights: Based on specific laws or statutes 
passed by federal, state, or local governments 

 Equal employment opportunity 

 Workplace safety 

 Collective bargaining 

 Responsibilities: Obligations to perform certain 
tasks and duties: Do the right things, be good, tell 
the truth.  



Employment-at-Will (EAW) 

Wrongful and Constructive 
Discharge 

Just Cause 

Due Process 

Distributive and Procedural 
Justice  

The 
Employment 
Relationship 



Employers 

Have the Mgt. rights to 
hire, fire, demote, 

organize & prioritize 
work, promote as they 

choose, unless there is a 
contrary law or contract. 

Employees 

Have the right to quit and 
get another job under the 

same constraints. 



Wrongful Discharge 
• Termination of an individual’s employment for reasons 

that are improper or illegal…..i.e. retaliation, whistleblowing  

Constructive Discharge 
• An employer deliberately makes working conditions 

intolerable for an employee in an attempt to get (to 
force) that employee to resign or quit. 





 Just cause: Reasonable justification for 
taking an employment-related action 

 Due process: Requirement that the employer 
use a fair process to determine employee 
wrongdoing 
 Allows employees to explain and defend their 

actions against charges or discipline…i.e. a pre-
disciplinary hearing, a career service/civil service 
hearing by peers 



Distributive Justice  
• Perceived fairness in the distribution of outcomes 

Procedural Justice 
• Perceived fairness of the process used to make decision 

about employees 

Interactional Justice 
• Perceived fairness about how a person interacts with others 



 Anyone with a complaint  or allegation can 
talk with a manager, an HR representative, or 
an executive 

 Probability of being mishandled 
 Nonunion firms benefit from having formal complaint 

procedures that are well-defined 
 Unionized organizations, in  states with collective 

bargaining for public employees typically have a formal 
grievance process that may include binding arbitration.  



Employee Advocacy of Controversial Views 
• Handling concerns 
• Attempt informal resolution first 
• Outline the boundaries and standards for appropriate 

behavior in a formalized policy that addresses work 
expectations 

• Signed nondisclosure privacy agreement 

Whistle-Blowing and Employee Protection 
• Whistle-blowers: Individuals who report real or perceived 

wrongs committed by their employers 



 Sarbanes-Oxley Act- Focuses on fraud prevention and 
whistleblower protection 

 Dodd-Frank Wall Street Reform 
 Company guilty of retaliation is required to: 
▪ Give the individual back his or her job 
▪ Provide back pay or double back pay to make up for lost 

compensation 
▪ Cover any costs associated with legal counsel 

 Consumer Protection Act 



Monitoring Electronic Communications  

• Helps with the following challenges: 
• Tendency to communicate more casually  in e-mails can 

lead to inappropriate communication 
• Forwarding unprofessional content 

 

HR Policies on Electronic Communications 





 

•Give high priority to confidentiality throughout investigations 
•All important incidents should be properly documented 

Develop a good working plan to respond in times of crises  

Specify whether HR or another party will conduct the actual 
investigation 

Investigate problems quickly before evidence can be tampered 
with 

Credibility of individuals providing information in an investigation 
must be assessed  

Use the stories and information collected to identify a conclusion to 
the investigation 



Workplace Violence is: 
 
 An assault or other violent act/threat that 

occurs in or is related to the workplace and 
entails a substantial risk of physical or 
emotional harm to individuals or damage to 
company resources or capabilities. 
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Policies 
General guidelines 

that focus 
organizational 

actions. 

“Why we do it” 

Procedures 
Customary methods 
of handling activities 

 

“How we do it” 

Rules 
Specific guidelines 
that regulate and 

restrict the behavior 
of individuals. 

“The limits on what  
we do” 

Employee Rights 



At-will 
Prerogatives 

Harassment Hours worked 

Discipline Electronic 
communication 

Pay/benefits 

Policies in 
Handbooks 



 Discipline: A form of training that enforces 
organizational rules; Intended to create positive 
behavior & performance change. 

 Effective discipline 
 Focuses on problem behaviors, not at the employees 

personally 

 Supports distributive and procedural justice in the 
organizations 

 Relies on supervisors and managers who are properly 
trained on when and how to use discipline 

 



Organizational 
culture of  

avoiding discipline 

Lack of support by 
higher management 

Fear of  
lawsuits 

Avoidance of  
time loss 

Guilt about  
past behavior 

Fear of loss of 
friendship 



Counseling 

Written Documentation 

Final Warning 

Discharge 





 Discharge: When an employee is removed 
from a job at an employer 

 Aka: Involuntary termination; Firing; Letting 
a person go 
 

 Effective Discharge/Termination hinges on 
thorough communication verbal and written 
and witnesses. Do not discharge alone! 

 











 Define the expected levels of employee  
performance 

 Should be realistic, measurable, and clearly 
understood  
 Benefit both organizations and employees 

 Ensure that everyone involved knows the 
levels of accomplishment expected 

 Can be both numerical and non-numerical 
 Assessing non numerical standards can be difficult 



 Services are individualized for customers 
 Great variation in the services that can be 

offered 
 Perception of quality can be subjective 







PIP: Specific, measurable goals 
and timeframe/deadline to next 
review- face-to-face.  



Consistent with the 
strategic mission 

Beneficial as a 
development tool 

Effectively 
documents 

performance 

Viewed as fair by 
employees 

Useful as an 
administrative tool 

Is legal and job 
related 

Effective 
Performance 
Management 

System 



 The Absentee Probationer (multiple counseling sessions 
already) 

 The Heavy Footed Recruit (110 mph in school zone) 
 The Angry Hospital Pharmacist (Drug Mishandling) 

 The Concerned Family Member (missing jewelry from a 
home) 

 The Macho Man Recruit (sexual enuendo and come-on to 
multiple female recruits) 

 The Very Friendly Supervisor (female boss making overtures and 
promises of favor) 

 The Disgruntled Co-worker (specific threats being made following 
disciplinary action and extension of probationary period) 

 The Time Card Waltz – (allegations of reported stealing of time 
from Agency) 

 Romancing the Assistant Chief (new female subordinate) 
 
 



 Be familiar with organizational PEFORMANCE and discipline 
concepts and terminology.; 

 Be able to handle allegations and conduct proper investigations 
into complaints; 

 Be able to identify which disciplinary actions and procedures 
are appropriate to use in specific situations.; 

 Know how to impose staff/employee discipline.; 
 Be able to write a Performance Improvement Plan (PIP). ; 
 and how and when alternatives to traditional discipline may be 

most effective 
 Be familiar with the concept of Workplace Violence and how to 

prepare your organization for prevention and develop a 
functional response. ; 

 Understand the role due process plays for staff members, 
particularly in the public sector. ; 
 



Thank You!!!! 



 Human Resource Management ;  Authors of Text: Robert L. Mathis; John H. Jackson, Sean Valentine; 
Edition: 14th, Copyright © 2015. ISBN-13: 978-1-285-06113-9  

 
 The Performance Appraisal Tool Kit: Redesigning Your Performance Review Template to Drive 

Individual and Organizational Change by Paul Falcone, Winston Tan 2013. ISBN-13:9780814432648 
         Publisher:AMACOM 
 
 101 Sample Write-Ups for Documenting Employee Performance Problems: A Guide to Progressive 

Discipline & Termination / Edition 2 by Paul Falcone 2010. Publisher:AMACOM  ISBN-13: 
9780814415467 
 

 Society for Human Resource Management (SHRM) Website: http://shrm.org/pages/default.aspx 
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