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A disciplinary process should address concerns about an
employee's conduct or behaviour in a fair, consistent and
transparent manner. It should follow a completed investigation
where there is a case to answer and give the employee a full
opportunity to respond before any decision is made.

When conducting a disciplinary process, ensure you have:

Remember: No disciplinary decision should be predetermined. The
employee's response must be genuinely considered before reaching
an outcome, and any disciplinary action must be fair, reasonable and
proportionate.

Remained impartial

Followed fair procedures and company policy

Considered all evidence

Provided adequate notice

Maintained confidentality

Kept accurate records

Gave the employee a full opportunity to respond

Provided adequate notice

Applied proportionate and consistent outcomes

Confirmed outcome in writing

Provided an opportunity to appeal
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HR Compliance Reminder
Ensure the disciplinary process follows a completed investigation

Check that the employee has been informed of their right to
representation at the hearing

Ensure the person conducting the hearing has the appropriate
authority and has not been involved in the investigation

Consider any relevant mitigating circumstances before reaching
a decision

Allow sufficient time to prepare for the hearing and review the
investigation findings before meeting with the employee. Keep an open
mind throughout the process, consider the employee’s explanation
carefully and ensure the hearing is an opportunity to establish the facts
before deciding on an appropriate outcome.

MSS Compliance Tip
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