
Disciplinary Procedure Flowchart – In cases of misconduct 

 
 
  

Incident 

Investigation Follow up in 
writing 

Is suspension 
required? 

Consider: 
- who the most appropriate level 

of management is; 
- ensuring the management 

statement of case is ready; 
- 7 days’ notice should be 

given of the hearing; 
- invite the employee to the 

hearing in writing; 
- everyone should see all the 

papers in advance. 

Meet the 
individual 

No 

Yes 

Is there a need 
for a disciplinary 
hearing? 

Confirm to 
the individual 

Arrange the 
hearing 

No Yes 

Hold the hearing 

Follow up the 
outcome within 2 

days 


