
DISCIPLINE INTERVIEW GUIDELINES
	When an incident of misconduct or persistent poor performance occurs, you or your representative will need to conduct a formal Interview. When conducting a formal Interview it is necessary to cover certain essential steps in the following sequence.


1: Opening

Tell the employee the purpose of the meeting is to discuss an allegation against them.

eg, "A complaint (or allegation) has been made against you concerning……………….."


2: Cautioning

Advise that the matter could be serious - this is important so as to ensure the employee fully appreciates the gravity of the matter.

e.g. "This is a potentially serious matter - if the complaint (or allegation) is upheld it could lead to disciplinary action against you, up to and including dismissal."


3: Offer of Representation

If the employee has brought a representative with them proceed to 4 below.

If not remind the employee they have the right to have a representative or another person present as a witness. 
e.g. "You have the option of having a representative or another person present at this interview.  Do you want to adjourn the meeting or are you happy to proceed without representation?"

Note:  If representation is required adjourn the meeting until the representative is available.  It is recommended in that case that you also have a witness present (preferably another manager, or some other reliable person).


4: Requirement for Explanation

Advise the employee that after setting out the complaint/allegation you will require a full explanation about the matter from him/her - this is an essential requirement of a properly conducted Interview because the opportunity to explain is a key aspect of a fair process.

e.g. "This matter will require an explanation from you - your explanation will be taken into consideration before any decision is made."


5: State Complaint/Allegation

Formally state the allegation or complaint – this is another essential requirement of a fair process.

e.g. "It is alleged that yesterday at the completion of your work you consumed product that you did not pay for”. 

Then discuss ALL the information you have to support the allegation and on which you will rely in forming your decision. 
Note: This information should have been provided to the employee at the time they were advised of the requirement to attend the interview.
6: Ask for Explanation

Formally ask the employee for a full explanation.  This may require persistent use of open questions such as Why? When? Where? What? How?

Let the employee speak.  Listen to what is said.  Avoid interruptions.

e.g. "I must now ask you what you have to say about this matter. Tell me what happened and why?"

Note:  
Adjournment – having obtained an explanation (or some other response) it is essential to adjourn the interview for some specified period of time (ranging from 15 minutes or until a specified time on a subsequent day, depending on the circumstances) so you can be seen to have taken the time to genuinely consider the employee’s explanation – particularly if the employee’s explanation introduces new information (reasons, excuses, alibis etc).  
The employee may also need time to consider his/her position and that may be further justification for reconvening the meeting at a later time/date.  

Then advise the employee of when and how you will communicate your decision on the matter.

e.g. "I will now fully consider what you have had to say.  I anticipate advising you of my decision at [time] on [date].  If you have no further questions I will adjourn this meeting for now”.
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