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Process key Action 
 

 
 
 

Decision required.  

 
 
 

End of process.   
 

 
 
 

Action required.  

 

 

 

 

 

 

 

 

  
 

  

 

 
 

 

 

 
 

  

A potential misconduct 
issue has occurred and 

brought to line manager 
attention 

Line manager should attempt to 
resolve informally following 

steps outlined in section 5.1 of 
the Disciplinary Policy. 

HRBP will advise on next 
steps and will appoint an 
investigation manager.* 

Investigation manager notifies 
employee. HR will notify the 

line manager of the outcome, 
including any informal 

recommendations. 

HR will appoint an 
appropriate panel to hear 
the case following steps 
outlined in 5.4.1 of the 

Disciplinary Policy.  

HR will invite the employee 
to the Disciplinary Hearing 
(following steps outlined in 

5.4.2 of the Disciplinary 
Policy).  

Disciplinary Hearing will 
take place (following steps 

outlined in 5.4.4 of the 
Disciplinary Policy).  

Chair notifies the employee. HR 
will update the line manager of 

the outcome, including any 
informal sanctions.  

 

Investigation process 
commences (refer to 

Investigation webpage for 
information on this process) 

 

Chair notifies employee of 
the sanction and right of 
appeal  in writing within 
10 working days (copied 

to line manager. ** 

Notify your HRBP and Head 
of School/Unit providing 
details of the incident.  

HR updates the 

employee’s personal 
record with the 

disciplinary outcome.  

Formal action 
If informal resolution is not appropriate, or 

has not rectified the issue. 

Note: *In some serious 
cases suspension may be 
required. These matters 
would be discussed with 
HR and dealt in line with 

section 5.2 of the 
disciplinary policy.   

Outcome of investigation: 
Based on the facts the 

investigation manager will  
recommend if there is a 

case to answer.  
 

No formal action 

Formal action 

 

Informal action 

Is a disciplinary penalty 
appropriate? 

No formal action 

Note: **Employee has 10 working 
days to submit an appeal against 

the decision. The appeal should be 
address to the Director of HR.     

Does the employee 
appeal?  No further action. If there 

were any recommendation 
made in the original outcome 

they should be progressed 
with the School/Unit HRBP.   

No appeal 

HR will appoint an 
appropriate panel to hear 

the appeal (following steps 
outlined in 5.4.5 of the 

Disciplinary Policy).  

HR will invite the employee 
to the Appeal Hearing 

(following steps outlined in 
5.4.5.3 of the Disciplinary 

Policy). 

Appeal Hearing will take 
place (following steps 

outlined in 5.4.5.5 of the 
Disciplinary Policy).  

 

Is the appeal against 
the disciplinary 

sanction upheld?     
 

Note: There is no further 
right to appeal 

Chair notifies employee of the 
outcome of appeal  in writing 

within 10 working days.  Sanction 
could be amended or cancelled. 

 

No further action. If there were 
any recommendation made in the 
original outcome they should be 
progressed with the School/Unit 

HRBP.    
 

HR will update the 
appropriate records 

and the line 
manager.  

apoutcome.  
 

Upheld     

Not upheld    

https://www.st-andrews.ac.uk/staff/policy/hr/investigation/
https://www.st-andrews.ac.uk/hr/businesspartner/
https://www.st-andrews.ac.uk/policy/staff-employee-relations-conduct-management/disciplinary-procedure.pdf
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