
Top Ten Tips for Disciplinary Hearings  
 
No employer likes the idea of facing a disciplinary hearing but if (when?) one does occur it is vital 
we follow the correct procedures.  The following is a simple approach that ensures all the basics 
are in place.  We recommend that all companies develop their own disciplinary procedures and 
have it fully checked out by an employment specialist. 
 
1. Always write to an employee when asking them to attend a disciplinary hearing 
2. Set out the disciplinary allegations clearly in the letter enclosing all relevant documentation 

relating to the allegations which will be referred to during the hearing 
3. Advise the employee in writing of their statutory right to be accompanied at the 

disciplinary meting by a trade union representative or colleague 
4. Ensure that the individual carrying out the disciplinary investigation is not the same person 

who chairs the disciplinary hearing 
5. Allow the employee sufficient time to prepare for the disciplinary hearing.  As a rule of 

thumb you should have at least two clear days from the letter being received by the 
employee and the disciplinary hearing 

6. Ensure that you have someone at the disciplinary hearing to take notes 
7. Ensure the employee is given the opportunity to make any relevant points at the 

disciplinary hearing but do not allow the hearing to stray off the disciplinary matter 
8. At the stage when you are considering the sanction to be applied, check the employee’s 

file in order to consider any previous live warnings 
9. Do not rush into the decision!  Take your time to consider the appropriate sanction in light 

of the company’s previous approach to similar matters and investigate further if necessary 
10. Always advice employees of their right of appeal and ensure that the individual chairing 

the appeal hearing is more senior to the decision maker at the disciplinary hearing.  The 
individual chairing the appeal hearing should have had no prior involvement in the matter 

 
Please be sure to check your legal responsibilities very carefully before proceeding. 
 


