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An allegation of 
misconduct has 
been made.

Is the complaint of a serious 
nature and/or there are 

concerns evidence will be 
tampered with?

Yes

No

Consider suspending 
the employee with pay 
whilst the investigation 
is carried out.

Make clear to the 
employee that the 
suspension is not a 
disciplinary sanction. 
Suspension should be 
for as short a period as 
possible. 

Where the decision is 
taken to suspend, ask 
the employee to attend 
an interview at which 
they have a right to be 
accompanied.

Appoint a trained management 
representative to conduct the 
investigation. Where possible, this 
person should not be involved in any 
disciplinary proceedings that follow 
on from this investigation.

Carry out a thorough, fair and impartial 
investigation promptly to establish 
if there is a case to answer before 
considering whether formal disciplinary 
action is appropriate.
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Is there a genuine case 
to answer?

Can the complaint be 
resolved informally?

No

Yes

Yes

No

Carry out investigatory or fact-finding 
interview(s) with witnesses and the 
employee, and gather evidence from a 
variety of sources.

Analyse and consider the evidence.

Confirm to the employee, 
in writing, that the 
complaint will be resolved 
informally, and how this 
will be done.

Confirm to the employee, 
in writing, that there is no 
case to answer. 

Complete case records. 

Complete case records. 

Procedure complete

Procedure complete
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October 2023

Go to Disciplinary
Procedure

Notify the employee, in writing, that 
they are required to attend a disciplinary 
hearing. Provide sufficient information 
about the case against them and detail 
the possible consequences. Include 
copies of any written evidence and 
witness statements.

Pass case records to the manager who 
will be responsible for the disciplinary 
proceedings.
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