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PREPARATION:



	MOTIVATION:



	The progressive discipline process, along with proper counseling techniques, can and should be used at the lowest level possible to correct behavior and put the mechanics in place for more severe action if necessary.



	OBJECTIVE (SPO):  10-1                       T-FOI-10-1-1



	The student will be able to explain the progressive discipline process and counseling technique from memory, without assistance, to a written test accuracy of 70%.



	OVERVIEW:                                    T-FOI-10-1-2



	Progressive Discipline/Counseling

	*  Progressive Discipline

	*  Counseling

�SESSION 10-1	PROGRESSIVE DISCIPLINE/COUNSELING





SPO 10-1	The student will be able to explain the progressive discipline process and counseling techniques from memory, without assistance, to a written test accuracy of 70%.



10-1-1	Define and explain the process of progressive discipline.  (NFPA 1021, 2-2.5)



10-1-2	Explain the techniques associated with the counseling process.

�I.	Progressive Discipline (10-1-1)



	A.	Definition



		1.	System of training



		2.	Can correct improper behavior



		3.	Minimal punishment





	B.	Three categories of problems



		1.	Attendance



		2.	Poor performance



		3.	Misconduct







	C.	Two common progressive discipline methods



		1.	Method one



			a.	Informal discussing



			b.	Verbal warning



			c.	Written reprimand



			d.	Fine



			e.	Suspension



			f.	Termination



		2.	Method two



			a.	Oral reprimand



			b.	Written reprimand



			c.	Grade pay reduction



			d.	Suspension



			e.	Demotion



			f.	Dismissal/termination



	D.	Positive - not negative approach























	E.	Training for corrective action



		1.	Must know rules or standards



		2.	How they are to meet standards



		3.	Maintain sensible behavior



		4.	Work safely













	F.	Punishment



		1.	Only if necessary



		2.	Be reasonable



		3.	Fit the offense



		4.	Increase in severity



		5.	Document actions taken



	G.	Application considerations



		1.	Prior infractions



		2.	Extenuating circumstances



		3.	Seriousness of infraction



	H.	Steps in application



		1.	Obtain facts



		2.	Proper environment



		3.	State case clearly



		4.	Indicate seriousness



		5.	Employee response



		6.	What is expected



		7.	Get commitments



		8.	Positive ending



		9.	Clear, concise documentation



	  10.	Prepare for follow-up



	I.	Typical documentation form



		1.	Type of forms



		2.	Right way/wrong way to document�T-FOI-10-1-3

At the lowest level of progressive discipline, the officer has the greatest chance through counseling to correct improper behavior

T-FOI-10-1-4

Many reasons why people may be troubled; drugs, family, or home environment, but they all will fit into these problem categories

T-FOI-10-1-5

No matter what method of progressive discipline is used, each step must be meticulously documented.

Dismissal is actually firing by authority having jurisdiction.

Termination means members/employees are allowed to end their membership or employment on their own accord























T-FOI-10-1-6

Dictionary definition for discipline is instruction/training.  Personnel must know that the officer will follow a plan of action rather than punishment



T-FOI-10-1-7

Before beginning discipline program, personnel must know what is expected of them; do they have tools to do job, have they had feedback; what are consequences and are there personal problems?

T-FOI-10-1-8

Does discipline fit the infraction and is action likely to correct behavior? 







T-FOI-10-1-9

Class worksheet

T-FOI-10-1-10
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T-FOI-10-1-12/15

Utilize AHJ forms or forms in SM

T-FOI-10-1-16/17��

II.	Counseling (10-1-2)



	A.	Process



		1.	Two-way communication



		2.	Motivates personnel to act appropriately



		3.	Changes behavior or action



	B.	Reasons difference gap



		1.	Actual performance



		2.	Expected performance



	C.	Objective



		1.	Upgrade performances



		2.	Maintain fairness



	D.	Reasons for counseling



		1.	Interpersonal conflict



		2.	Personal problem affecting performance



		3.	Task difficulty



		4.	Complaint



		5.	Change in performance



		6.	Performance appraisals



	E.	Who counsels



		1.	Supervisor



		2.	Professional



	F.	Proper setting



		1.	Private



		2.	Uninterrupted



		3.	Proper counselor attitude



		4.	Optimistic about outcome



		5.	Avoid conflict



		6.	Positive body language



		7.	Assure confidentiality



	G.	Supervisor role



		1.	Handle at lower level



		2.	Refer to professional



	H.	Effective techniques



		1.	Reinforcing approach (behavioral)



			a.	Reward



			b.	Punishment



		2.	Non-directive approach (discovering)



			a.	Listening



			b.	Encouraging



			c.	Open-ended questions



		3.	Directive approach (controlling)



			a.	Counselor directs conversation



			b.	Listens



			c.	Tact



	I.	Tips



		1.	Appropriate image



		2.	Remove barriers



		3.	Facilitate change



		4.	Listening techniques



		5.	Open-ended questions



		6.	Positive in nature



		7.	Summarize session�T-FOI-10-1-18

Counseling: two way communication process through which a supervisor assists a worker to act in a more rewarding manner





T-FOI-10-1-19

Advise personnel how performance does not meet what's expected 



T-FOI-10-1-20

Treatment and expectations must be fair and equitable 



T-FOI-10-1-21































T-FOI-10-1-22

Handle counseling and problem solving at lowest level



T-FOI-10-1-23
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T-FOI-10-1-26���SUMMARY

                                                                  



	REVIEW:                                         T-FOI-10-1-27



	Progressive Discipline/Counseling

	*  Progressive Discipline

	*  Counseling

	



	REMOTIVATION:



	The progressive discipline process, along with proper counseling techniques, can and should be used at the lowest level possible to resolve problems.  The mechanics are in place, however, for more severe action if necessary.



	ASSIGNMENT:



=================================================================



	EVALUATION:
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