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Was the 
incident a per formance issue 

or  misconduct?

 Per for m ance 
(Gap in knowledge 

or skill)

 M isconduct  
(Intentional disregard 

for policy, rule, or 
expectation)

Incident  
Occur r ed

Discussion w i th  
Em ployee 

(Gather context for 
incident)

Would the 
employee benefi t from 
tr aining or  coaching? 

(See comparison 
chart)

Deter m ine Act i on 
and Tim el i ne

(HR/L&D available to 
discuss options)

Yes

Clar i f y 
Ex pectat i ons

No

Docum ent  Incident
 and Shar e w i th  HR

(See what to include, template, 
description, and examples)

Pr ovide Suppor t , 
Super v i sion, &  Tim e 

for  Im pr ovem ent

Review  Docum entat i on 
w i th  Em ployee 

(Get employee signature, if 
applicable)

Per for m ance and Gener al  Misconduct

Was 
the incident 

general (minor) or  gross 
(serious) misconduct?

(See comparison 
chart)

Gr ossGener al

Contact  HR 
for  Suppor t

Docum entat i on to Include: 

- Date(s) of cur rent & past incidents 
- Action/inaction and impact (ex: operational, staffing, etc.)
- Context (ex: from discussion with employee, emails, previous 

documentation) 
- Expectation violated and clar i f ication of expectation 

moving for ward (include policy or rule if applicable)
- Suggested fur ther  action (if applicable)

- If training or coaching is recommended, include action(s) 
and timeline

- Follow  up (include when and how)

Fol low  HR 
Recom m endat ion

Gr oss Misconduct
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