Disciplinary Process

Educare

HR SOLUTIONS
A STRUCTURED APPROACH PROTECTS BOTH THE

BUSINESS AND THE EMPLOYEE.

Managing conduct concerns can feel daunting, particularly where
situations are sensitive or escalate quickly.

A clear and structured disciplinary process helps ensure issues are
handled fairly, consistently and in line with best practice — but also
gives managers confidence in how to approach situations.

This guide provides a simple overview of the key stages, helping you
move from uncertainty to a more structured approach.
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Why This Matters

Without a clear process, disciplinary situations often
become inconsistent — not because of intent, but
because decisions are made in the moment.

This can lead to:
 Different approaches for similar situations
e Difficulty justifying decisions
e Escalation due to lack of early clarity
e Increased risk if challenged
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Need More Support?

This overview is designed as a starting point to help you approach disciplinary
situations with more structure and confidence.
For a more comprehensive approach, including:

e |Investigation guidance

e Disciplinary templates and letters

e Step-by-step frameworks
Explore the HR Resource Hub, where you can access practical tools and guidance as
and when you need them.
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PART OF THE EDUCARE HR RESOURCE HUB

IDENTIFY THE ISSUE

Consider what the concern is and whether it relates to conduct, capability,
or another issue. Not all concerns require formal action — early, informal
steps may be more appropriate.

INVESTIGATE

Gather information before reaching conclusions. This may include speaking
to relevant individuals and reviewing available evidence.

Decisions should never be made without understanding the full picture.

INVITE TO A MEETING

Provide clear written details of the concern, ensuring the employee
understands the purpose of the meeting and has time to prepare.

HOLD THE MEETING

Approach the conversation with an open mind. Allow the employee to
respond and ensure all perspectives are considered.

MAKE A DECISION

Base your decision on the information available, ensuring it is reasonable
and proportionate.

CONFIRM OUTCOME IN WRITING

Clearly outline the outcome, expectations moving forward, and any
consequences.

RIGHT OF APPEAL

Provide an opportunity for the decision to be reviewed, ensuring fairness
and transparency.

NEXT STEPS Y

Pause before reacting — consider whether informal action is appropriate
Follow a clear structure, even in straightforward cases

Keep a written record at each stage

Focus on facts and evidence, not assumptions

A structured approach protects both the business and the employee.

FOR FULL GUIDANCE AND TEMPLATES, VISIT EDUCARE HR SOLUTIONS
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