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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:
1. Managing Disciplinary Issues.
Managing disciplinary issues in the workplace should be done fairly and effectively and is something that many companies struggle with.
A typical disciplinary process should be follow these key steps.
A thorough investigation by the employer into concerns with employees conduct.
A letter inviting the employee to a disciplinary hearing setting out the allegations and potential sanctions.
A disciplinary hearing to discuss the issue.
Delivering an outcome to the employee on any disciplinary action to be taken.
Giving the employee the chance to appeal the decision.
2. Attendance and punctuality.
All employer expect their employees to be at work, on time and ready to be productive workers. Attendance and punctuality can be a challenge for many reason, which most are related to management. Employees need guidelines implement a non-fault attendance policy which means an absence is an absence regardless of low justifiable the absence may be. 
[bookmark: _GoBack]3. Disciplinary Meeting.
Before you hold a disciplinary meeting for an employee ask anyone you interview for written statement complies and review the evidence for and against the employee, document everything that is said about the incident and about the employee including the employee themselves for minor fractions or first time offenses an inform verbal warning Is usually sufficient. For more serious offenses a formal disciplinary meeting may be called for.
Always keep the employee informed of the investigation choose a date and a time and meeting for the disciplinary meeting all meeting to be done  in private please always give the employee written notice of the meeting the notice should include the allegation also employee are allowed to have an representative with them. Always be clear and complete your summary of the allegations don’t leave any details out after the allegation against the employee is a good idea to contrast the behavior with the standard of conduct and performance at your company. Outline the company disciplinary policy to make sure the employee understand what may be happening after the meeting. The decision in your disciplinary meeting will depend on the nature of the employee misconduct as well as the disciplinary policy in your company always inform the employees of your decision once you have made a decision can be deliver on your company policies the decision can be deliver in writing or a verbal announcement always keep the decision confidential. The goals of the disciplinary processing is not to punish the employees but to correct bad behavior and performance issues give clear examples, describe what can be done differently, assess the situation and speak to the employee in private.
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