Steps of progressive discipline
1. Informal discussion – best for some situations
2. oral warning – a formal conference and written record of meeting
3. written warning and elements – 
date, purpose, who was present, statement of facts, statement of rules violated, when previous warnings took place, specific that behavior was inappropriate, what must be done to improve, statement of consequences, date of next review, warning in personnel file, opportunity for written response, signature
4. investigatory hearings

