Leadership Checklist for Counseling and Discipline

· Did I provide adequate warning of consequences?
· Did I properly conduct a fair and objective investigation?
· Did I focus on the issue, not the employee?
· Do I apply all company policies and standards equally to all employees and explain why it’s important?
· Did I relate the policy or expectation to organizational performance?

· Was there substantial evidence or proof?
· Did I relate the action taken to the seriousness of offense?

· Did I review the employee’s past record/personnel file?
· Did I act promptly and not delay the decision?
· Did I hear the employee’s side and look for the best in him/her?
· Did I express confidence in the employee’s ability to improve?
· Did I communicate the action I must take and why?

· Did I explain the decision to affected employees, maintaining confidentiality?
· Did I act without discrimination and bias?
· Do I give consistent signals and candid feedback?
· Am I practicing effective communication skills?
· Are my non-verbal cues consistent with what I say?
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