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Workplace Discipline Flowchart

Receipt of complaint or discovery of potential
misconduct by one of your employees

Do you have a report (investigation)

You are satisfied, upon considering
the evidence (investigation report)
that the employee has no case to

answer

There isa case to answer — but
you decide to take no disciplin
You have decided that although
misconduct has occurred you
can deal with it managerially —
issue a caution or warning,
implement training etc

Carefully consider the evidence
that you have to determine if
you should commence a
disciplinary process

Commence Disciplinary Process

Issue Show Cause letter
(refer to template)

Itis essential that Natural Justic
be preserved, to achieve this,
you must provide the employee
with the same materials that yo
have relied upon to arriveat th
conclusion that disciplinary
action is being considered

Consider the response

Allow the employeetime to
respond, usually 14-21 days
Carefully consider the response
and evaluate the matter
referring to both the original
report (and evidence) and the
employeeresponse
Make a decision

Continue with Process

Show Cause on Discipline:
You have decided that disciplinary
action is warranted — you must no
inform the employee what you are:
recommending as a disdplinary
action

Issue Show Cause on Discipline
and allow time for Employee to
respond

After carefully considering the l
response — make decision and

Although you are satisfied that

there is evidence of misconduct,
you decide that an informal
process (caution-training) is

more appropriate than a
disciplinary process

Informal process—|

Provide the following:
1. The report or memo
2. Any documentary evidence
3.Witness statements
4. File notes
5. Anything relied upon to
commence the process

What to provide—»

No Case to Answer:
You're satisfied that there is no
case to answer — no further
action required

implement disciplinary action

Remember this flowchart is a guide only, there may be variations to it depending on the individual circumstances of each case.
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