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What do you do when an employee really oversteps the mark? Or is repeatedly insubordinate? Check out our handy guide to see what

TAKE INFORMAL ACTION WHEREVER POSSIBLE
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ISSUE RESOLVED INSUFFICIENT IMPROVEMENT
Action complete — make detailed Conduct or performance fails
notes. NOTE: check your policies to improve sufficiently =

and procedures are up-to-date take further action

v

TAKE FORMAL ACTION INFORM EMPLOYEE OF RESULT
= establish facts = No penalty
= notify employee in writing = First wntten waming/
» hold meeting improvement note
» allow the employes = Final written warning
to be accompanied » Dismissal or other sanction

» decide action
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APPEAL

Provide Employees with an
opportunity to appeal
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IMPROVED EMPLOYEE
Conduct or DISMISSED
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ALWAYS FOLLOW YOUR IN-HOUSE PROCEDURES : impr?ve
If you don't have any procedures call one of us or look on the gov.gg website. E ey
s complete
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your options are.
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This note is a summary of the subject and is provided for information only. It does not purport to give specific legal advice, and before acting, further advice should always
be sought. Whilst every care has been taken in producing this note neither the author nor Collas Crill shall be liable for any errors, misprint or misinterpretation of any of the
matters set out in it. All copyright in this material belongs to Collas Crill.



