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If appropriate 

STAGE 1 STAGE 2 STAGE 3 

If appropriate 

Investigation letter, will detail: 
 The allegations 
 The Investigator’s name, job title and contact details 
 Any suspension or restrictions 

Investigation 
 You will be asked for your perspective/version of events either in an investigation meeting 

or via a written statement 
 All other relevant witness statements and/or documentation will be gathered 
 A report will be compiled and forwarded to the committee to decide whether a hearing is 

necessary 

Invite to hearing letter, will explain/confirm:- 
 The allegations 
 The date, time and location of the hearing 
 Who will be present 
 The right to be accompanied at the hearing by a fellow employee or a trade union 

representative 
 Any additional arrangements 
 The potential outcome 
 Copies of the investigator’s report and all documents that will be referred to in the hearing 

will be attached to this letter 

The procedure 

Committee role 

Once the investigator has completed their investigation, the findings will be passed to the 
committee for review. The committee will carefully consider the information provided and 
determine the appropriate nest steps. These may include: 

 No further action 
 A decision to reset expectations, or 

 Proceeding to a formal hearing  
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Potential outcome: 
First Written 

warning 
  

Potential outcome: 
Final Written 

warning 
  

Potential outcome: 
Dismissal (with or 
without notice/pay 

in lieu of notice) 

The Hearing 
 An appropriate level of management will conduct the disciplinary hearing (‘the Chair’), 

and there may also be a note-taker present.  In some cases, a Human Resources 
Partner will also be present 

 The Chair will explain the role of all those in attendance, the allegations and go through 
the evidence that has been gathered 

 You will be given the opportunity to respond in full. This will include time to ask questions 
and present evidence. If you intend to call any witnesses, you must give us advance 
written notice that you intend to do this 

 The Chair will adjourn at the end to consider their decision 
 Where possible, the outcome will be given the same day. Where this is not possible, 

because for example, the Chair requires further time to consider their decision or 
complete further investigation, you will be informed 

 You will be informed of the outcome verbally (either in person or by phone) and then in 
writing 

Outcome letter will advise: 
 The nature of the misconduct that has led to the 

outcome (including any prior warnings that have 
been taken into account, if appropriate) 

 The action or improvement required 
 The timescale for implementing such action (if 

relevant) 
 That this is a first/final written warning and that the 

next stage may be final written warning/dismissal if 
there is no sustained improvement or change 

 That the warning will remain live for 12 months 
 That whilst the warning will not remain active after 

this time in relation to future disciplinary matters, a 
record of what has occurred will be kept and may 
be referred to if relevant 

 The right of appeal 
  

Outcome letter 
will advise: 
 The reasons 

for dismissal 
 Any prior 

warnings that 
have been 
taken into 
account, if 
appropriate 

 The date on 
which 
employment 
will end 

 The right of 
appeal 

  


