
Need for Disciplinary 

Action arises

Conduct or 

performance?
Can’t do the job Won’t do the job

Start Performance 

Review Process

Start Disciplinary 

Process

Is it gross 

misconduct?

No Yes

Suspend employee 

on full pay

Issue 

suspension 

letter

Inform employee 

of allegation/s

Investigation 

Checklist

Investigate 

allegations 

Document 

outcome of 

investigation and 

keep on file

Evidence of 

misconduct?

No further 

action
No

Yes

Potentially 

Gross 

Misconduct

Potentially 

Serious 

Misconduct

Minor 

Misconduct

Conduct informal 

discussion (invite 

employee/s) 

Arrange 

disciplinary 

hearing (invite 

employee/s)

Keep record of 

discussion on 

file

Outcome of 

hearing

Allegation not upheld

Issue warning 

letter

Allegation upheld

Warning 

letter expiry 

date noted

Keep record of 

hearing on file

Appeal

Invitation to 

appeal hearing

Final Outcome


