Lamphills

How to Address and Handle Employee Misconduct
Checklist

1. Identify the Misconduct

e Review the reported incident or behavior.
e Collect initial evidence (emails, CCTV footage, witness statements).
e Consult relevant company policies, procedures, and employee handbook.

2. Assess the Severity

e Determine if the misconduct is minor or significant.
e Evaluate its impact on the workplace, clients, or company reputation.
e Consider whether immediate action (suspension, restriction) is required.

3. Investigate the Incident

e Assign an impartial investigator or team.



e Conduct interviews with all parties involved (employee, witnesses).
e Document findings with notes, recordings, or signed statements.
e Maintain confidentiality throughout the process.

4. Notify the Employee

e Inform the employee of the allegations in writing.
e Provide details about the process and the next steps.
e Allow the employee to respond to the allegations.

5. Hold a Disciplinary Meeting

Schedule a formal meeting with the employee.

Ensure the employee has the opportunity to bring a representative.
Present the evidence and findings from the investigation.

Allow the employee to provide their side of the story.

6. Evaluate All Evidence

e Review both sides of the case objectively.

e Consider any mitigating factors (e.g., personal issues, misunderstanding).
e Refer back to company policy and past precedents for consistency.

7. Decide on the Appropriate Action

e Possible actions based on severity:
o Verbal or written warning.
o Suspension (with or without pay).
o Demotion or reassignment.



o Termination (in cases of gross misconduct).
e Ensure the action is proportionate to the misconduct.

8. Document the Outcome

e Keep thorough records of the investigation, decision, and any actions taken.
e File all documentation in the employee’s personnel file.
e Prepare official letters of warning, suspension, or termination if necessary.

9. Communicate the Decision

e Meet with the employee to communicate the final decision.
e Clearly explain the reasons for the action and the expected future behavior.
e Provide an opportunity for the employee to ask questions.

10. Offer Support and Next Steps

e Suggest improvement plans, additional training, or mentoring.
e Provide access to employee assistance programs (if applicable).
e Outline the steps for an appeal if the employee disagrees with the decision.

11. Monitor Behavior Post-Action

e Track the employee's performance and behavior following disciplinary action.
e Conduct regular check-ins to ensure compliance with expectations.
e Be proactive in addressing any future issues early.



12. Reflect and Review Policies

After handling the case, review the company’s misconduct policies.

Update the policy if needed, ensuring it addresses gaps revealed during the
process.

e Provide additional training to employees and managers if necessary.

13. Prevent Future Misconduct

e Offer training sessions on workplace ethics and conduct.
e Encourage open communication to address issues before they escalate.
e Foster a positive workplace culture where misconduct is less likely to occur.



