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Template: disciplinary meeting
	[Insert organisation name]

	Date and time:
	

	Name of manager:

	

	Name of employee:
	

	Name of witness (if applicable):
	

	Did the employee ask to have a support person present?
	( Yes       ( No

	Name of support person (if applicable):
	

	Discussion prompts:

· outline the issues/allegations of misconduct to the employee; 

· include reference to previous meetings, warnings, etc;
· explain why the behaviour/performance is substandard;

· refer to any key policies/procedures that set out expected behaviour;

· outline the performance management process that has been carried out so far (if applicable);

· refer to the employee’s position description and talk about the job/behaviour that is required – don’t make it personal; and

· advise that disciplinary action (including termination of employment) is being considered.
	[Outline what you have said to the employee]

	Employee’s response to issues/allegations:

· obtain a response to each issue/allegation;
· record each response in this form;

· clarify any queries;

· ask the employee if they have anything further to add; and
· consider whether they have shown contrition. If not, prompt them to talk about whether or not they understand the alleged wrongdoing.
	[Outline employee response]

	Potential disciplinary action:
· a written warning;

· further training;

· a verbal or written apology; 

· paid suspension to enable an investigation to be carried out; or

· termination of employment.
	[Record the outcome/next steps]

	Copy given to employee by:
	

	Date provided:
	


Signatures
[Manager’s signature is required. Signatures of employee, witness and support person are preferred but not required.]
Manager:……………………………………………………………
Date:……………………………………………………….....
Employee:…………………………………………………………
Date:……………………………………………………….....

Witness:………………………………………………………………
Date:……………………………………………………….....

Support person:……………………………………………………
Date:……………………………………………………….....
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