
Disciplinary Process Map – Informal Stage
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Phase 1

Incident / Breach of 
conduct

Can this be dealt with 
informally? 

See guidance point 2

No 
Move to formal 

proceedings

Yes 
 follow informal 

route

Start

Provide advice & guidance 
as required. 

Record / 
Action / Document.

Review

Hold fact finding 
conversation.

Input relevant support as 
required. See guidance 

point 3

End



Disciplinary Process Map – Formal Stage
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Phase 2

Start

Can the investigation
 be completed by
the manager? See 
guidance point 7

Appoint 
Investigating Officer

Carry out 
investigation

Consider outcome of 
investigation and determine 

if meeting is required?

Trade Union / Co-
worker to 

accompany if 
requested

Inform 
employee 

case closed

Trade Union / Co-
worker to 

accompany if 
requested

Record / action / 
document.  Send 

copies of letters to 
Service Centre/HR 

provider

Yes

No

Invite employee to 
meeting

Hold meeting  See 
guidance point 

10,11

No

HR to attend 
meeting

Notify in writing of 
outcome of meeting 
and right of appeal 
where  applicable  

See guidance point 
12,13,14

Following fact find 
conversation Manager 
decides formal action 

required?

Receives 
notification of 

formal action and 
allegations

Receives 
notification of 

outcome

Receives invite to 
meeting

Receives 
notification of 

outcome

Inform employee of 
formal procedure 

and allegations See 
guidance point 7

Case proceeds 
to meeting 

See guidance 
point 10

Yes

End of Process



Disciplinary – Appeal
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Phase 3

Are grounds of 
Appeal clear?
 See guidance

 point 14

Arrange hearing.  
Review or 

rehearing?  See 
guidance point 14

Yes

Seek further 
information as 

applicable

No

Inform employee 
and HR of hearing 

date

Receives 
notification of 
hearing date

Arrange 
representative to 
attend if required

Hold hearing

Receives 
notification of 
hearing date

Receives 
notification of 

outcome
Employee submits 
appeal in writing

Receives appeal and 
notifies HR

Receive notification 
of appeal

Inform employee  of 
outcome

Record / action/ 
document.  Send 

copies of letters to 
Service Centre/HR 

provider  
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