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Misconduct / performance disciplinary flowchart*

Is there a conduct / O g
: No action.
performance issue?
A 4
YES ves Deal with it informally.
’ Is it fairly minor? } Speak with employee, explain
A £ problem and what is required.
NO
Is it potentially very serious YES -
(eg gross misconduct or final Suspgnd employ_ee (\.N'th pgy).
. : Confirm suspension in writing.
written warning)?
Who
Carry out investigation. ‘4
b 4
Write to employee and invite
to disciplinary hearing.
Hold meeting.
D 4
Is the employee guilty of - No further action.
misconduct/poor performance? Confirm in writing.
' YES
Is it gross misconduct YES | Dismiss and offer ‘right of
(theft, insubordination etc)? appeal’ in writing.
' NO
Is employee on final written YES [ Dismiss and offer ‘right of
warning? appeal’ in writing.
' NO
Is employee on written YES [ Final written warning and offer
warning? ‘right of appeal” in writing.
' NO
. YES [ \written warning and offer
Is employee on verbal warning? . 7 o
right of appeal” in writing.
v NO

Verbal warning and offer right

of appeal in writing.

No further action.

*This flow chart is intended
for guidance purposes only
and should not be used
without taking legal advice

visit www.employer-legal.co.uk
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Has employee appealed? ‘

W vEs
Arrange and hold Appeal
hearing.

h 4

Notify outcome of Appeal in
writing.



