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DISCIPLINARY ACTION 
Disciplinary actions are for those situations that could result in termination.  There are two primary 
situations where disciplinary actions are warranted.   

 First are those where an employee consistently violates company policies regarding 
attendance or sick days or uniform.  The first step should have been a coaching document 
(or more than one).  If the employee failed to respond to coaching and your management, 
then it’s time to put it in the form of this disciplinary action, with the consequence a clear 
understand that they may lose their job.  This may be a difficult approach for many of you, 
but keep in mind how much an employee such as this can kill the spirit and the motivation 
of the rest of your folks. 

 The second circumstance is when an action is so egregious (definition:  conspicuously and 
outrageously bad or reprehensible ) that it must be dealt with immediately and forcefully – 
sexual harassment or intoxication or fighting on the job.    

 
Either way, a Disciplinary problem is serious and must be dealt with and MUST BE 
DOCUMENTED.   
 
To get to the point where you can create a Disciplinary Action, open up an Individual Employee’s 
page.  As a Super Manager, click on VIEW EMPLOYEES and the list of all employees will come 
up. 
 

As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you 
have access. 
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Click on the name of the employee you want to create 
a document for and their page comes up.  Click on 
CREATE DISCIPLINARY ACTION.   
 
 
Specific Behavior & Specific Actions 
This is the first field that comes up.  You could either 
simply put the behavior in your own words or click on 
Click Here for a Pre-defined List.  EmTrak 3.1 lists 
the majority of disciplinary situations we have found 
with members’ companies.  However, the list is not 
exhaustive.   In this case, let’s use the Predefined List. 

 
Once you’ve clicked on the Predefined List, this list comes up.  Let’s assume this employee has 
continued to be late to work, even though you’ve created a couple of coaching documents to try to 
deal with it (and to make certain there is documentation of your actions).  Click on that item and 
click NEXT. 
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The screen below pops up with a suggestion for action with that employee (sort of like the coaching 
documents).  Currently, there is only one option for most situations – as EmTrak 3.1 develops, I will 
add other suggestions and options (that’s why the heading suggests “Select a disciplinary action 
requirement from the list – eventually there will be a list!).  Click on Insert Into Document. 
 

 
Comments, Follow-up Date and Status 
The final piece is to add your comments regarding this employee and then put in the follow-up 
date.  Keeping in mind that this is a disciplinary action, you probably want the follow-up on a short 
time frame.  Seven days before the follow-up date, you will get a reminder that you created a 
Disciplinary Action for this employee and that you need to follow up. Leave the Disciplinary Action 
at OPEN.  There is still significant work to do to follow-up. 
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If any of these goals involved MED U courses, then click on EMAIL MED UNIVERSITY.  That link 
will automatically bring up your email mechanism on your computer. 

  
 
Simply copy and paste these goals into the body of that email, email to us in the address 
provided, and we will follow through immediately with your employee.  In this case, there are no 
MED U courses involved, no need to email.  However, if you were to email, it would look like this. 
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Completing the Disciplinary Action 
You get the email that it’s time to follow up.  The next step will be to see if this employee has 
completed what was required.  In this example, it was simply not to be late again.  In other cases, it 
may be to complete a MED U course, provide a report to a supervisor, any number of actions.  
Now it’s time to complete or renew this disciplinary action. 
 
Complete means it’s done – the employee either did what he was requested or failed to do so.  
Either way, you want to document what occurred (documentation is especially critical in 
disciplinary actions!)  In this example, let’s say this employee did what was requested.  Open the 
Disciplinary Action (you can either open it on the employee log or click on View Disciplinary 
Actions. 

 
 
Open the document and click on Edit 
Disciplinary Action on the upper left-hand side. 
 
 
 
 
 
 
When you do that, then you can edit and add 
comments to the document.  In this case, let’s 
add the comment that Williams successfully 
completed this action.  Click on the pencil icon 
next to Comments. 
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The program will automatically put in the date for you.  Now, add your 
comments, change the Disciplinary Action Status to either COMPLETE or 
SEALED. 

 
 
 
 
 
 
 
What if I wanted this Disciplinary Action to continue? 
Here’s my recommended approach.  Come into the document on the follow-up date.  Click on the 
pencil icon next to Comments, but this time we will note that we plan on continuing this action for 
two more months.   
“William has been successful this month, but we are going to continue a two month action where 
he will not be late to work without prior approval.” 
 
Change the Follow-up Date for an additional two months (to 2/28/2007) and keep the Disciplinary 
Action Status as Open.  You will get a reminder on February 21st that you need to follow up. 
 
 
 
 

OPEN means the document hasn’t been touched or there is still 
significant work to do.  If a document is OPEN, then you will get 
email reminders about that document .  COMPLETE means that 
you are done, but that the document can still be edited.  Perhaps 
there is something in the document that needs additional follow-
up.  Once you know a document is complete, then you may 
choose to select SEALED.   
Once the document is SEALED, it cannot be edited.  This offers 
security to your staff member that final documents are the final 
document.   


