
Hold Stage 1 Disciplinary Meeting 
with employee. Discuss behavior/
conduct issues and listen to the 
employee’s feedback . Adjourn 

meeting and reconvene giving the 
employee your decision. 

Invite employee to a Stage 1 
Disciplinary Meeting in writing, giving 
at least 24 hours notice and right to 
be accompanied by an employee or 

TU Representative 

During the Adjournment give 

consideration to what was 

discussed and the investiga-

tion material. 

Is the issue serious enough 

to warrant a warning? 

Contact Go HR to prepare 

an invite letter for the indi-

vidual.  DO NOT CREATE 

YOUR OWN LETTER 

Managing Disciplinary  

Formal Process Flow Chart 

Behaviour not improved during the informal stage or serious 

enough to warrant starting with formal process.  An 

Investigation should be conducted inline with checklist. 

NO 

 

If the employees conduct 
does not warrant a warning 

you should issue an continu-
ing improvement plan and 
confirm that should their 
conduct be brought into 

question again within next  6 
months, then process will 

begin again at Stage 1. Con-
firm outcome decision in 
writing to the employee.  

There is no right of appeal. 

If employees conduct is serious enough to 
warrant a warning issue the appropriate level-
Stage 1 Written Warning which will be held on 
file for at least 6 months. Set a conduct objec-
tive and confirm decision in writing giving right 

to appeal the decision 

YES 

Contact Go HR to prepare an 

outcome letter for the individ-

Contact Go HR to prepare an 

outcome letter for the individ-

If the objective set is breached the employee 
is then invited to a Stage 2 disciplinary Meet-
ing in writing, giving at least 24 hours notice 
and right to be accompanied by a colleague 

or TU Representative 

Contact Go HR to prepare an 

invite letter for the individual 

Proceed to Page 2 

Within the Disciplinary Process 

you are able to issue the appro-

priate level warning for a disci-

plinary breach.  So serious situa-

tions may miss the written warn-

ing and start with a final written 

warning. 

ALWAYS SPEAK TO HR FOR 

GUIDANCE 



Continue from page 1 

During the Adjournment give 

consideration to what was 

discussed and the investiga-

tion material. 

Is the issue serious enough 

to warrant a warning? 

If employees conduct is not acceptable issue 
them with a Stage 2 Final Written Warning 
which will be held on file for 12 months. Set 
another conduct improvement and confirm 
decision in writing giving opportunity to ap-

peal 

YES 

If the employees conduct 
does not warrant a warning 

you should issue an continu-
ing improvement plan and 
confirm that should their 
conduct be brought into 

question again within next  12 
months, then process will 

begin again at Stage 2. Con-
firm outcome decision in 
writing to the employee.   

Contact Go HR to prepare an 

outcome letter for the individ-

No 

If the employee beaches the objective in the 
‘live’ period, formally invite employee to a 

Stage 3 Capability Review Meeting in writing, 
giving at least 24 hours notice and right to be 
accompanied by an employee or TU Repre-

sentative. 

Contact Go HR to prepare an 

invite letter for the individual 

Contact Go HR to prepare an 

outcome letter for the individ-

During the Adjournment give 

consideration to what was 

discussed and the investiga-

tion material. 

Is the issue serious enough to 

warrant a warning? 

If employees conduct/behavior remains 
unacceptable then they should be dismissed, 

with notice and the decision confirmed in 
writing giving opportunity to appeal the deci-

sion 

YES 

If the employees conduct 
does not warrant a warning 

you should issue an continu-
ing improvement plan and 
confirm that should their 

conduct be brought into ques-
tion again within next  12 
months, then process will 

begin again at Stage 3. Con-
firm outcome decision in 
writing to the employee.  

Contact Go HR to prepare an 

outcome letter for the individ-

NO 

Contact Go HR to prepare an 

outcome letter for the individ-

Hold Stage 3 Disciplinary Meeting with employee. 
Discuss the behavior/Conduct concern and listen 

to the employee’s feedback.  Adjourn meeting and 
reconvene giving the employee your decision. 

Hold Stage 2 Disciplinary Meeting with employ-
ee. Discuss behavior/Conduct and listen to the 

employee’s feedback . Adjourn meeting and 
reconvene giving the employee your decision. 

Dismissal is a last option and 

any potential dismissal should 

be sanctioned by a Senior Man-

ager or Director due to the po-

tential risk to the Business. 


