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This flowchart is designed to help you conduct a 

disciplinary hearing fairly and properly.

Step 1: Prepare yourself

Good preparation will help you to stay calm, focused and effective. 

Ensure you are familiar with your disciplinary procedure and any 

documents that relate to the case. Arrange for an appropriate 

person to accompany you as a witness and to take detailed notes.

Step 2: Prepare employee

Prior to the hearing, make sure the employee is aware of all the issues to be 

discussed, and has copies of all relevant documents. If the employee has asked 

to be accompanied at the hearing by a colleague or trade union representative , 

make suitable arrangements for the person selected to be present.

Step 3: Prepare the room

Make sure the hearing takes place in a private room, where there will be no 

interruptions. Ensure adequate seating arrangements and that the room has 

been booked for enough time to hold the hearing .

Step 4: Introductions and explanation

Start the hearing by introducing all the participants and explaining their roles . 

Explain that you will give details of the alleged issues and that the employee will 

be given every opportunity to respond. Describe the issues in detail, referring to 

any evidence and, if appropriate, any relevant previous disciplinary warnings.

Step 5: Employee’s response

Allow the employee time to answer the allegations. Ask questions where you 

need clarification, but do not interrupt unnecessarily. Invite the employee’s 

companion to contribute to the hearing in support of the employee, to present the 

case on their behalf, but not to answer questions on behalf of the employee.

Step 6: Conclude hearing

Summarise the points made. If appropriate, share issues that will require further 

investigation. Advise the employee when a decision will be communicated.

Important

Remember you can adjourn a hearing at any time to consider the arguments you 

have heard. Explain your reasons to the employee.
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Holding a disciplinary hearing
This flowchart is designed to help you conduct a disciplinary hearing fairly and properly. 


Step 5: Employee’s response
Allow the employee time to answer the allegations. Ask questions where you need clarification, but do not interrupt unnecessarily. Invite the employee’s companion to contribute to the hearing in support of the employee, to present the case on their behalf, but not to answer questions on behalf of the employee.


Step 1: Prepare yourself
Good preparation will help you to stay calm, focused and effective. Ensure you are familiar with your disciplinary procedure and any documents that relate to the case. Arrange for an appropriate person to accompany you as a witness and to take detailed notes.


Step 2: Prepare employee
Prior to the hearing, make sure the employee is aware of all the issues to be discussed, and has copies of all relevant documents. If the employee has asked to be accompanied at the hearing by a colleague or trade union representative, make suitable arrangements for the person selected to be present.


Step 3: Prepare the room
Make sure the hearing takes place in a private room, where there will be no interruptions. Ensure adequate seating arrangements and that the room has been booked for enough time to hold the hearing.


Step 4: Introductions and explanation
Start the hearing by introducing all the participants and explaining their roles. Explain that you will give details of the alleged issues and that the employee will be given every opportunity to respond. Describe the issues in detail, referring to any evidence and, if appropriate, any relevant previous disciplinary warnings.


Step 6: Conclude hearing
Summarise the points made. If appropriate, share issues that will require further investigation. Advise the employee when a decision will be communicated.


Important Remember you can adjourn a hearing at any time to consider the arguments you have heard. Explain your reasons to the employee.



