Appendix A

DISCIPLINARY PROCEDURE AT A GLANCE

DISCIPLINARY ISSUE ARISES

\ 4

INVESTIGATE
IS THERE A CASE TO BE ANSWERED?

NO
No further action necessary
Advise employee

YES
Matter be dealt with informally?

\

YES
INFORMAL ACTION

Speak to employee in private. Be
clear about:-

>
>
>

What needs to be done to improve
Follow up meetings (if necessary)
What could happen if further
disciplinary issues arise (ie. formal
action)

NO
FORMAL ACTION

hearing. Send letter to him/her:-
» Time and place for the hearing

» That they have the right to be
accompanied

At the meeting:-

» State the evidence

» Allow employee to put his/her case
» Allow ‘companion’ to participate

\ 4

Adjourn (if necessary) to consider. Think
about::-

> Previous sanctions

» Employee’s Record

> Special Circumstances

\ 4

Make decision.

Inform employee of decision and confirm in

writing (right of appeal)
Monitor situation

EMPLOYEE ACCEPTS OUTCOME OR APPEALS AGAINST DECISION

Write to employer to invite to disciplinary

» What they are alleged to have done




