This flowchart gives basic information.  For detailed guidance please see the full policy.

	Disciplinary Flowchart

	
	Recognise the problem – possible misconduct
	
	
	

	
	
	
	
	
	
	

	
	
	Conduct investigation as per disciplinary policy (investigating officer will usually be the line manager)
	
	
	
	

	
	
	
	
	
	
	

	
	Findings presented (usually to line manager’s manager).  Also inform HR and Division Head/Director
	
	
	
	

	
	
	
	
	
	
	
	
	

	Non disciplinary issue – advice/help given as appropriate.  Consideration of who else may be able to help eg Axa
	
	No case to answer
	
	Disciplinary action needed
	
	
	
	

	
	
	
	
	
	
	
	
	

	Monitor and review
	
	Removal of all records from employee’s file
	
	HR and manager to identify severity of issue.  Consideration of suspension (must be authorised by CX or Director in CX’s absence)
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Misconduct
	
	Serious Misconduct
	
	Gross Misconduct
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	Employee  advised in writing (letter prepared by HR) of:

Reasons for the disciplinary; time and place of the hearing; who will be in attendance; the right to be accompanied; any previous warnings that are still valid
	
	

	
	
	
	
	
	
	
	

	
	
	
	Exchange of any written evidence minimum 2 days prior to the hearing
	

	
	
	
	
	
	
	

	
	
	
	Hold hearing – Chair, HR, Employee, Employee’s rep (if they so choose), witnesses to attend where appropriate
	

	
	
	
	
	
	

	
	
	
	
	Hearing adjourned – decision made.

Hearing reconvened – employee informed of decision
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	No case to answer.

Removal of all records from employee’s file
	
	If misconduct:

Verbal warning, written warning or final written warning
	
	If serious misconduct:

Written warning or first & final written warning
	
	If gross misconduct:

Dismissal without notice*
	
	If accumulation of persistent instances of serious misconduct:

Dismissal*

	
	
	
	
	
	
	
	

	
	
	Confirm in writing within 5 working days and give right of appeal


* Dismissal must be ratified by CX or Director (or another Director unconnected to the original decision).
