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CHECKLIST – FAIR PROCEDURES IN DISCIPLINARY PROCESSES 
 
 
 

Procedure Yes/N/A 
 

1. Has the employee been made aware of the employer’s disciplinary rules and procedures? 
 

 

2. Have the procedures applying to disciplinary matters been provided to the employee with their 
terms and conditions of employment?  
 

 

3. Does the disciplinary policy clearly set out examples of what will be considered gross misconduct 
by the employer e.g. bullying, fraud, theft etc.? 
 

 

4. Does the disciplinary policy include a progressive series of disciplinary sanctions? This should 
include: 

a. Verbal warning 
b. Written warning 
c. Final written warning 
d. Dismissal 

 

 

5. At a minimum is the disciplinary policy in line with the Labour Relations Code of Practice on 
Disciplinary and Grievance Procedures? 
 

 

6. Does the disciplinary policy allow the employer to bypass the initial stages in cases of serious or 
gross misconduct? 
 

 

7. Are the persons holding the disciplinary meeting familiar with the disciplinary policy and the 
requirement for fair procedures? 
 

 

8. Has a full investigation been carried out by the employer in advance of proceeding to the 
disciplinary meeting? 
 

 

9. Are the persons holding the disciplinary meeting completely separate to those who carried out the 
investigation? 
 

 

10. Have the matters to be discussed at the disciplinary meeting been set out clearly in writing to the 
employee in advance of the meeting? 
N.B. this should be as detailed as possible and be provided to the employee in sufficient time to 
allow them to prepare for the meeting. The employee should be clearly advised that this is a 
disciplinary meeting.  
 

 

11. Have the potential outcomes of the disciplinary meeting been clearly set out in writing to the 
employee?  
N.B. this is particularly important where there the outcome may be the dismissal of the employee 

 

 

12. Has the employee been informed of the right to be accompanied to a disciplinary meeting in line 
with the employer’s disciplinary procedures? 
 

 

13. Has the employee confirmed who will be attending the disciplinary meeting with them and in what 
capacity? 
If the employee is seeking to bring a legal representative with them to the meeting the employer 
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should consider if dismissal is a potential outcome of the process. If termination is a potential 
outcome it may be prudent to allow the employee to bring their legal advisor.  
 

14. Has the employee been provided with all evidence and documents including any witness 
statements that will be relied upon by the employer at the disciplinary meeting? 
 

 

15. Are there any previous warnings on the employee’s file that are relevant to the misconduct that is 
the subject of the disciplinary meeting? 
 

 

16. At the outset of the meeting have the disciplinary procedures and agenda for the meeting been 
clearly explained to the employee? 
 

 

17. Has the employer arranged for a discrete person to take notes of the meeting? 
 

 

18. Was the employee afforded an opportunity to provide their side of the story to the employer and 
respond fully to all of the allegations put to them? 
N.B. Ensure detailed notes are taken of any evidence or mitigating factors being offered by the 
employee. There should be no prejudgment on these issues at the meeting.  

 

 

19. After the meeting have the meeting notes been circulated to the employee? 
 

 

20. Are there are any other matters arising out the disciplinary meeting that require further investigation 
by the employer before a decision can be made? 
 

 

21. Has the decision maker taken an appropriate amount of time in which to make the decision in 
accordance with any time frames set down in the disciplinary policy? 
 

 

22. Has the employer considered all evidence provided by the employee and any mitigating factors that 
might reduce the potential sanction being imposed? 
N.B. Is the sanction being imposed proportionate to the wrongdoing committed? 

 

 

23. Has a further meeting been arranged to advise the employee of the outcome of the disciplinary 
process? 
 

 

24. Has the decision been communicated fully to the employee in writing either at or immediately after 
the decision meeting? 
 

 

25. Has the employee been advised of the right to appeal the decision including the timeframes and 
procedures for such appeal and the person who will hear the appeal? 
N.B. ensure the person hearing the appeal is impartial and has not been involved in the process to 
date as much as possible.  

 

 

 
 
 

 

 

 


