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Preparing for a

disciplinary hearing

Carry out a thorough, fair and impartial investigation of
the complaint including interviews with witnesses and the
employee. Gather evidence from other appropriate sources.

N/

Make comprehensive notes. Recording and retention
should be compliant with the Data Protection Act and
GDPR obligations.
Confirm to the

employee, in writing,
Is there a genuine case % No % that no further action
to answer? will be taken.

Yes

Confirm to employee,
in writing, that the

Can the situation be _ > Yes , giSCip“TaYg ?Siue Willll
resolved informally? 3 € resolved informally
and that a formal
o disciplinary hearing

will not take place.
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Notify the employee, in writing,
that they are required to attend a
disciplinary hearing.

v

Invite witnesses and the employee’s
companion, if requested, to the hearing.

v

Offer an alternative

Is the time/date suitable No time and date within
for employee and 5 days of the original
companion? date.

o
Y

Is the employee able
Yes < —— and willing to
attend revised date?

\ \

Confirm the date of the meeting No

J U

Prepare and collate all relevant

information, eg disciplinary records,
witness statements, absence records. < —
Where the
employee continues
to be persistently
unavailable, proceed
based on the evidence
Arrange for someone, not involved in available. Inform the
the investigation, to take notes and act employee why this
as a witness to the hearing. has been decided.
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Ensure the meeting will be properly
constituted according to the company
procedure. In a potential dismissal
case, appoint a senior manager not
involved in the investigation who has
the authority to make that decision.

Arrange a quiet, private and
confidential room where there will
beno interruptions.

Disciplinary

meeting convenes

October 2023
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