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In most non-compliance cases, written and verbal warnings may not prove sufficient. In such cases, the disciplinary process has to be initiated to deal with the offenses. Therefore, the minor, moderate, and serious offenses are restored through a disciplinary action which has four levels as follows.
To be with, a verbal warning is the first level of disciplinary action. When a problem arises, an employer should engage the employee in a serious conversation. The forum gives the accused employee the chance to defend himself or herself thus identifying the problem and arriving at an amicable solution. 
Secondly, there follows a written warning. When the problem or the misconduct of an employee persists, the employee should be given a written document advising on the expectations and behavior change.
Thirdly, an improvement plan and suspension may be considered. This is the stage when an employee is asked to leave office and device plans on how to change from undesirable behaviors. This process is called the Action Improvement Plan. 
Termination is the last resort in the disciplinary action. In situations whereby an employee does not show any progress from the earlier warnings against misconduct or any breach of policies, termination of the contract is deemed ideal. Drawing much from the detailed documents from the earlier levels, it proves logical to successful terminate an employee’s contract when no positive mark is recorded.
