HANDOUT #13
DISCIPLINE QUIZ FOR SUPERVISORS

Answer “True” or “False” to the following questions:

	
	1.
Discipline is geared more to correct, than to punish, behavior.

	
	2.
Each employee is important to the State.

	
	3.
Departmental policies guide and assist managers and supervisors.

	
	4.
It is never alright to surprise people with discipline.

	
	5.
Your efforts should be directed first toward corrective actions.

	
	6.
It is allowable for a supervisor to sometimes overlook an infraction by an employee who           

           is a good friend.

	
	7.
The usual sequence of disciplinary steps is (1) verbal warning, (2) written warning, and 


(3) dismissal.

	
	8.
Supervisors can consult with rank and file staff when deciding what just and proper    

           penalty should be imposed in their request for formal adverse action.

	
	9.
Supervisors can help prevent employee performance or behavior problems by providing 

           ongoing communication, training and timely performance evaluations.

	
	10.
When a supervisor is discussing a performance problem with an employee, it is the 
supervisor’s time and the supervisor doesn’t have to listen to excuses or explanations.

	
	11.
Sometimes it’s okay for a supervisor to yell or curse when correcting an employee, 
depending on the work environment (i.e., yelling and cursing is typical for that unit).

	
	12.
Employees should not be given a copy of their Essential Functions Duty Statement for 

           signature.

	
	13.
A supervisor should never provide regular feedback regarding job performance.

	
	14.
Infractions should not be allowed to go uncorrected.

	
	15.       An act is something that the employee did that he/she should not have done; an          

           omission is something the employee did NOT do that he/she should have done.

	
	16.       The supervisor should not check the employee’s OPF for prior incidents or job  

           performance problems in gathering pertinent facts.

	
	17.       Within a few days after the corrective interview, the supervisor should provide a memo 

           to the employee memorializing the discussion.

	
	18.       A successful supervisor recognizes when formal adverse action is appropriate and is 
           willing to undertake it.

	
	19.       An adverse action is an informal administrative action.

	
	20.      The supervisor should contact HR for guidance in assessing adverse action 

           consistent with departmental policy.

	
	21.       There should be evidence of previously attempted corrective action and warning to             

           confirm that the employer has “just cause” to discipline an employee.

	
	22.      One type of adverse action is a Corrective Discussion Memorandum.

	
	23.      The statute of limitations is generally two years from the act of misconduct or             

           discovery of fraud.

	
	24.      Managers should review all adverse actions before the package is sent to HR.

	
	25.      Follow-up case management is a critical component of the disciplinary process.
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