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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
Question 1

a) Discipline is maintaining an appropriate conduct. A different way of defining it is, the practice of training people to obey rules or a code of behavior, using punishment to correct disobedience.

b) The four steps in the disciplinary system are:

1. A meeting, sometimes called an interview, is held during which the problem behavior is discussed, and the employee is counseled. There are no threats or warnings prior to or during the meeting. The supervisor’s role includes getting a commitment to behave or perform as requested. The supervisor keeps note of the meeting in their records.

2. If the substandard behavior is repeated, the supervisor counsels the employee again. This time a memo summarizing the conversation and the employee’s commitment to changed behavior is placed in the employee’s personnel file.

3. On the third repetition, the employee is directed to take one to four days leave with or without pay (depending on the rules established at your workplace and any collective agreement in place). This is not a holiday; the individual will be given a series of questions to answer on return to work. Depending on the situation, the questions can be quite pointed, such as, “Do you realize the next infraction will mean immediate dismissal?” On return from leave, the employee is counseled again, this time almost certainly in the presence of an employer and an employee representative. The employee’s decision to change behavior is documented and placed on file. The employee and/or the witnesses sign the document.

4. If there is yet another break of this same rule, there is no alternative but to terminate the employee, but this drastic action will be based on decisions made by the employee. (Depending on your workplace, this process may be completed a few more times before you can terminate the employee without repercussions. Make sure that you know the rules and limits of your own authority.)

c) The procedure of staff termination is psychologically complex. This is the most severe of all penalties therefore must be carefully analyzed. This means basically firing or dismissing an employee. For performing this it is important to make a termination meeting. The termination interview should always be conducted before a witness (usually a member of the human resources team) and in an environment where the manager has a psychological advantage (for example, the company boardroom). Some managers avoid using their offices for this purpose, as they do not want employees to associate routine calls to the office with the possibility of dismissal. The environment should be calm, formal, polite, and unemotional. The meeting should be short, without a repeat of all prior offenses required. No matter what the fired employee says or does, the manager must keep control over his or her emotions. The employee should be told of decision and the documented reasons. An official letter of termination should be ready. It should be made clear that the decision is final.

Question 2

Exit interviews is a formal interview or a questionnaire to fill out once an employee has left the company. This is important to learn from past factors that resulted in the loss of an employee. 
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