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QUICK GUIDE TO THE DISCIPLINARY PROCESS

The purpose of a disciplinary process

The purpose of a disciplinary process is two fold:

» To establish the facts
> To give the employee a fair opportunity to state their case.

Legal Requirements

In order to be considered fair the following minimum requirements must be
met:

1. The employee must receive notice of:
a. The specific allegation
b. The likely consequences should the allegation be upheld
c. That they have a right to representation at any meetings you
have
2. The employee must be given a reasonable opportunity to respond to
the allegations, and refute the evidence you have
3. The employee’s response must be given due consideration
4. The company’s own policies and procedures must be adhered to

Failure to meet these requirements is liable to mean that any subsequent
disciplinary action will be considered to be unfair, irespective of the
employee’s actions which led to the disciplinary.

To prove that these legal requirements have been met all discussions should
be confirmed in writing.

General Investigation Prior to Disciplinary Investigation

Prior to a disciplinary investigation a general investigation may be carried out.
For example, there may be money missing from the ftill, but several people
may have access to that till. You will therefore be required to carry out an
investigation to establish:
> |If there is an alternative explanation to theft. For example, the
wrong value being rung through the till making the total look
wrong etc
> If the possible culprit can be identified. For example, security
tape footage may show the money being taken, or there may

I?JZ‘TZ‘?SLTSETEYW” If you have any questions, please call 0800 CHAMBER (0800 242 623).

HR toolidt
DATE: NOVEMBER 2014

Free phone support for Auckland Chamber of Commerce members on 0800 CHAMBER (24 26 23). For more tools and resources visit www.aucklandchamber.co.nz
Additional support provided courtesy of HRtoolkit.

JOIN US BUSINESS SUPPORT GLOBAL EVENTS & TRAINING BUSINESS CONNECT



A U C K

CHAM ER OF COMMERCE

Business

Call 0800 CHAMBER (0800 242 623)

Vitality

be fiming issues (such as who was on shift when) which limit who
had access to the fill at the time of the money going missing

A good guide is that AS SOON as you can reasonably name a suspected
person and an act, you should cease the general investigation and start
disciplinary investigation.

Why is it important to tell people we are doing an investigation on them?

We all have the basic right fo understand the potential consequences before
answering a question, i.e. it would be unfair to ask a person ‘did they do X',
without them understanding that, if they answer *Yes' it could impact on their
employment.

Notifying an Employee of a Disciplinary Investigation

It is strongly recommended that nofification of a disciplinary meeting be:
(a) Presented in writing
(b) Given to the employee at least 24 hours prior to the disciplinary
meeting
@) Be given to the employee in person, and they be talked through
the contents of the letfter

Does a Disciplinary Investigation mean that disciplinary action will be taken?

NO. The purpose of the investigation is to find out the facts. If the facts are
that no wrong doing has occurred, then there will be no disciplinary action.

The right to Representation

Employees have the legal right to bring a representative/support person of
their choice fo a disciplinary meetfing. It is also recommended that an
employer also has a representative with them at any disciplinary meeting.

Employees may bring a friend, co-worker or even a lawyer, it is their choice,
and they may even bring more than one representative/Support Person if
they choose. However, the purpose of a representative/support person is to
support an employee, it is not to speak fully on the employees behalf. If you
want the employee to answer a question directly then you can request that
they do so, and you can take it info account if they refuse to answer you
directly. This may become an issue if you have reason fto suspect the
employee is lying, or you are asking them to describe exactly what
happened in a specific situation at which the representative/support person
was not present.

NB. Though there is no hard and fast definition, a Lawyer or Union delegate
would generally be referred to as a Representative because they are usually
there to represent the employee, and possibly even negofiate on the
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employees behalf. A family member or friend would generally be referred to
as a Support Person as they are generally there to provide moral support.

How detailed does the investigation have to be?

The requirements of employment law are not as stringent as criminal law. You
therefore do not have to prove 'beyond reasonable doubt’, however, you do
have to act ‘reasonably’.

Unfortunately reasonableness is not defined, and, if you are unfortunate
enough fo end up in employment court, it can come down to the judge’s
opinion versus your opinion. One way fo think about this is the decision that a
reasonable employer would make given the facts of the situation. Sometimes
it helps to take the emotion out and consider what another employer would
do in the same situation.

The Disciplinary Due Consideration Assessment worksheet can be a useful
tool for you to assess whether you have been sufficiently thorough in your
investigation, or whether there are further questions that you need to ask.

Interviewing other people as part of an investigation

It is sometimes necessary fo interview other people as part of an investigation,
e.g. withesses to what happened etc. However, you still need to protect the
privacy of the person you are investigating. You should therefore:

» Speak only to those people it is necessary to speak to

» Advise the employee in advance who you will be speaking to

» Stress with those people that you are speaking to that this is an
investigation, and that they should keep any information they get as
confidential

What do you do with information you find during the investigation?

As part of the investigation you may find new evidence. You need to:

» Provide this new evidence to the employee

» Give the employee time to consider the new evidence. Depending
on the nature of the new evidence they could reasonably ask to
consider the evidence overnight.

» It is recommended that you confirm in writing that you have provided
new evidence, parficularly if this is likely to have a significant impact
on the decision you make, or if the offence is serious and you are
therefore considering dismissal.

Remember, the purpose of the disciplinary process is to find out the truth NOT
to try and trip people up by ‘springing’ new evidence on them.
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Making the final decision and presenting it

Once you have completed the investigation decide on the appropriate
outcome (use the Disciplinary Due Consideration Assessment as necessary).

You then need to tell the employee your decision and confirm this in writing.
Warnings do not last forever, a recommended ‘lifespan’ for warnings is:

» First Level Warnings — 6 months

» Second Level Warning — 12 months

» Final Warnings — 18 Months

Do all three levels of warning have to be given?

NO. For minor issues such as performance issues, lateness etc, you would
anficipate that 3 warnings would generally be given prior to dismissal.
However, for more serious offences, you may go straight to a 274, or Final
Warning, or even Dismissal (for very serious offences such as theft) without any
prior warnings having been given.

The rule of thumb is ‘what would the employee have anticipated to be the
outcome of their actions?’ For example, an employee who is repeatedly 10
minutes late for work would probably anticipate a First Level Warning, and
employee who failed to turn up for work at all for a couple of days may
anficipate a Second Level Warning, and employee who stole money from
the fill would probably anticipate getting dismissed.

What happens if | get it wrong?

Whenever you take action against an employee they have a legal right to
raise a personal grievance. The risk of this happening can never be totally
eliminated, however it can be significantly reduced by:

> Following a fair and open process
» Treating the employee fairly

A good test is to see if you are being ‘fair’ is to put yourself in the employee’s
shoes and imagine how you would feel in their situation.

If the employee does raise a grievance then it is strongly recommended that
you immediately seek professional advice in order to resolve the situation as
quickly as possible. Irrespective of whether you have done everything
absolutely correctly, the legal costs associated with defending a grievance
through the process can very quickly escalate out of all proportion to any loss
of pride from admitting an error!

In the event that you do get a personal grievance, you can anficipate the
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» You need to respond to the grievance in writing

> It this does not resolve the issue, you or the employee can request
mediation from the Department of Labour’s Mediation Services

> If mediation does not resolve the issue, the Employment Relations
Authority can undertake an investigation and make a determination

» |If either party does not agree with the determination from the
Employment Relations Authority, then you will need to go fo
Employment Court for a full judicial hearing.

Please note that a disciplinary action based on an unfair process will be
considered unfair, irrespective of what an employee has or has not done.
However, the good news is that an employee’s conftribution to the outcome is
taken into account when considering the compensation an employee will be
awarded. They therefore may win, but be awarded no compensation.
Unfortunately the legal costs of defending such legal action will be very
expensive, and it is unlikely that you will be able to claim some, if any of this
money back, even if you as the employer win.

This is all too hard, why do anything at all?

Failure to take action against an employee who should be disciplined will
result in:

» Stress for you as an employer, worrying about it

» Resentment and potentially poor performance from other staff who
see someone ‘gefting away’ with things

» Loss of respect in you as employer for failure to action!

In virfually every business the highest single business cost centre is Payroll. If
you are not spending that payroll wisely, this can very quickly impact
particularly for small business.

Associated Documentation

Performance Improvement Plan Template
Disciplinary Due Consideration Assessment
Invitation to Disciplinary meeting letter
First or Second Level Warning letter

Final Warning lefter

Termination with notice letter

Summary Dismissal Letter

N~ -

Document Reference for document updates and version control
Document Title: Quick Guide to the Disciplinary Process
Reference: Discip 02 Nov 08

If you have any questions, please call 0800 CHAMBER (0800 242 623).

DATE: NOVEMBER 2014
Free phone support for Auckland Chamber of Commerce members on 0800 CHAMBER (24 26 23). For more tools and resources visit www.aucklandchamber.co.nz
Additional support provided courtesy of HRtoolkit.

BUSINESS SUPPORT GLOBAL EVENTS & TRAINING BUSINESS CONNECT




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


