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Progressive Discipline 
Policy from AIHR
A ready-to-use policy structure you can adapt to your workplace.


WHAT'S INSIDE
	01
A step-by-step discipline process, from verbal warning to termination, with clear triggers and actions at each stage.  
	
	02
Plain-language definitions and examples for every type of concern.

	
	
	

	03
Guiding principles that keep discipline fair, consistent, and fully documented
	
	04
Editable placeholders you can tailor to your company, timeframes, and local laws. 


KEEP LEARNING WITH AIHR
AIHR's certificate programs give HR pros the practical playbooks behind templates like this one. Explore the preview lesson for free.
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Progressive Discipline Policy
[Company Name]

This template gives you a ready structure for a progressive discipline policy. Replace the bracketed text with your organization’s details, then adapt the steps, timeframes, and examples to fit your workplace and local laws.
1. Purpose and scope
[Company Name] uses progressive discipline to address performance and conduct concerns with fairness, structure, and respect for employees. This document applies to all [employees and contractors] and covers [performance gaps, misconduct, and policy violations]. Its goal is to correct issues early and support improvement, not to punish.
2. Definitions
For clarity, these terms are used throughout this policy:
1. Progressive discipline: A structured process that gives employees feedback, support, and time to correct behavior or performance before stronger action is taken.
1. Misconduct: Behavior that breaches company rules, such as [tardiness, insubordination, or safety violations].
1. Performance issue: A failure to meet the standards or objectives set for the role.
1. Gross misconduct: Serious behavior that may justify immediate suspension or termination, such as [violence, theft, harassment, or a major safety violation].
3. Guiding principles
1. Equal treatment: Similar situations are handled in a similar way, regardless of who is involved.
1. Corrective, not punitive: The aim is to help employees meet expectations.
1. Documented: Every step is captured to support fairness and compliance.
1. Confidential: Files are stored securely and shared only on a need-to-know basis.
4. The progressive discipline steps
Most cases follow four steps. Serious misconduct may begin later in the process, as described in Section 6.
	Step
	Typical trigger
	Action
	Documentation

	Verbal warning
	Minor or first-time incidents, like occasional lateness
	A private conversation about the issue and the change needed
	Date, summary, and agreed expectations

	Written warning
	Repeated behavior, or more serious concerns
	A formal written notice with improvement goals and a timeframe
	Signed notice kept on file

	Final warning or suspension
	Ongoing problems despite earlier warnings
	A final notice, or paid or unpaid suspension, stating termination is next
	Reasons, terms, and possible outcomes

	Termination
	Severe violations, or when earlier action has not worked
	Ending employment after a full review
	Complete disciplinary record



5. Escalation and timeframes
Define how and when discipline escalates, and be specific. For example: “Three instances of [tardiness] within [one month] may result in a written warning.”
A warning stays active for [X months]. If no further problems arise in that period, it is considered resolved. [Company Name] may move directly to a later stage when the behavior is serious.
6. Serious misconduct and immediate action
Gross misconduct may lead to immediate suspension pending investigation, or to termination, regardless of earlier corrective measures. Examples include [violence, theft, harassment, being under the influence at work, or a major safety violation]. [Company Name] will investigate before making a final decision.
7. Documentation and record-keeping
For every step, note the date, the specific issue, the policy involved, the response taken, and the employee’s comments. Include who was present, along with any agreed follow-up and deadline.
Store records securely and limit access in line with [applicable data protection laws]. Use a [disciplinary action form] so every warning and decision is documented in the same format.
8. Roles and responsibilities
1. Managers: Spot problems early, hold the conversations, and document each action.
1. HR: Guide managers, ensure consistency, and maintain records.
1. Employees: Understand the policy, respond to feedback, and take part in improvement.
9. Employee rights and anti-retaliation
Employees have the right to understand the concern, respond to it, and appeal the outcome through [appeal process]. Where applicable, they may [have a representative present].
[Company Name] prohibits retaliation against anyone who raises a complaint, questions a decision, or takes part in an investigation.
10. Policy review and updates
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Description automatically generated with medium confidence][Company Name] will review this policy every [12] months, or sooner if laws or business needs change. Employees are encouraged to share feedback so it stays accurate and useful.
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Learn How To Create Effective

Want to learn more? Preview lessons from ATHR's HR
Generalist Certificate Program to learn to:

PROGRAM
« Setup HR policies that guide fair and consistent employee
processes il
« Navigate difficult conversations around performance and
behavior

« See what learning with ATHR looks like.
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Related Resources

Explore more expert insights and tools from the Academy to Innovate HR

FREE TEMPLATE

Letter of
Recommendation for
Employee: 4 Templates
+ How to Write One

Learn to write a letter of
recommendation for an
employee, with free templates
and examples for HR.

EXPLORE;

Template: HR
Audit for
People
Processes

Get in control of your HR
performance and processes, and
make sure you're focusing on
what matters most.

EXPLORE;,

HR Generalist
Certificate
Program

The HR Generalist Certificate
Program gives you the tools,
knowledge, and templates you
need to make a real impact.

EXPLORE;
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