
DISCIPLINARY POLICY AND PROCEDURE 
 

 
POLICY 
 
The Company will endeavour to behave fairly in investigating and dealing with all 
allegations of unacceptable conduct or performance.  The first objective of the Company is 
to assist the Employee to correct inappropriate behaviour or performance.  Accordingly the 
Company reserves the right to depart from the precise requirements of its Disciplinary 
Procedure where it is expedient to do so and where the resulting treatment of the 
Employee is no less fair.  Where reference is made to a “Manager” this will generally mean 
the Line Supervisor or Manager of the Employee, who may be substituted with another 
Manager when it is appropriate to do so. 
 
 

DISCIPLINARY OFFENCE 
 
Offences under the Company's disciplinary procedures fall into 3 categories: 
 

1    Misconduct  
2    Incapability 
3    Gross Misconduct 

 
The following are examples of offences under each category and are not exclusive 
or exhaustive and offences of a similar nature will be dealt with under this 
procedure: 

 

Misconduct 
 
The following offences are examples of misconduct (this list is not exhaustive): 
 

 Bad time-keeping 
 
 Unauthorised absence from work 
 
 Minor damage to Company property 

 
 Breach of Company rules 
 
 Failure to observe Company procedure 
 
 Unsatisfactory attendance record 

 

Incapability 
 
The following are examples of incapability (this list is not exhaustive): 

 
 Poor performance 
 
 Unsatisfactory sickness record  



Gross Misconduct 
 
The following offences are examples of gross misconduct (this list is not exhaustive): 

 
 Serious breaches of health and safety 

 
 Theft of or unauthorised possession of any property belonging to the Company 

or any Employee 
 

 Acts of incitement or actual acts of discrimination on the grounds of sex, age, 
disability, race, religion, sexual orientation, marital status, colour or ethnic origin  

 
 Serious damage to Company property 

 
 Falsification of reports, accounts, expense claims or self-certification forms or 

any Company records 
 
 Refusal to carry out duties or reasonable instructions or serious acts of 

insubordination 
 

 Being in possession of unauthorised alcoholic drink or illegal drugs on 
Company property and/or under the influence of alcohol or drugs during 
working hours 

 
 Violent, indecent, intimidating, harassing, bullying or threatening conduct 

 

MISCONDUCT AND INCAPABILITY – THE PROCEDURE 
 

Investigations 
 

Where a complaint has been made all appropriate information will be investigated by the 
Employee’s Line Manager.  Witness statements will be taken and appropriate copies will 
be given to the Employee prior to the Disciplinary Hearing, unless the circumstances mean 
that these should be kept confidential.   

 
Suspension 
 
If appropriate, for instance if dismissal is being considered or if the presence of the 
Employee interferes with the investigation in any way, then the Company may suspend 
the Employee on full pay while the investigation takes place.  During the period of 
suspension the Employee will not be entitled to access any of the Company’s premises 
except at the prior request or with the prior consent of the Company, and subject to such 
condition as the Company may impose.  This will be confirmed in writing by the Manager. 
 

Informal Hearing 
 

If after consideration of the evidence the Manager decides that an informal hearing is the 
most appropriate way to manage the issue then the Employee will be invited to attend an 
“informal meeting”.  The Employee will not have the right to be accompanied by a 
representative.  If at any stage during the informal meeting it becomes clear that formal 
disciplinary action may be required then the meeting should be terminated and a formal 
hearing will need to be arranged (see Disciplinary Hearing).   

 



Disciplinary Hearing 
 
Following the Investigation a Disciplinary Hearing may be conducted by the Line Manager 
or another Manager as appropriate:   
 

1 Disciplinary warnings will not normally be issued until a Disciplinary Hearing 
has been held 

 
2 The Employee must be invited (in writing) to attend the Disciplinary Hearing 

stating the nature of the complaint.  The right to be accompanied by a work 
colleague or a trade union representative must also be stated in the letter.  The 
chosen companion may address the Hearing and ask questions, but cannot 
answer questions on the Employee’s behalf    

 
3 The Employee should also be supplied with evidence in writing as appropriate 

(the Company reserves the right to withhold information if it feels that by 
publishing statements it puts witnesses at risk in any way)   

 
4 The meeting will take place at a reasonable time and at a reasonable location   

 
5 An Employee should endeavour to attend the Hearing.  If there is a valid 

reason for the Employee not attending then the Hearing should be adjourned 
and rescheduled within 5 days.  The Employee should be advised that failure 
to attend could result in the Hearing being held in their absence 

 
6 At the Hearing the Employee will be given the opportunity to state their case or 

defend themselves against the allegations    
 

7 Minutes or notes of the meeting will normally be taken 
 

DISCIPLINARY ACTION 
 

Warnings – Guidance 
 

1 Depending on the seriousness of the issue the Manager may apply the level of 
warning at any stage including immediate dismissal for gross misconduct  

 
2 The Manager reserves the right to take into account the whole of the 

Employee’s active disciplinary record in determining the appropriate level of 
warning 

 
3 The Employee will be informed what Stage of the disciplinary process is being 

taken 
 
4 The Employee will be notified of the duration of the warning (in minor breaches 

this will normally be 3-6 months and serious breaches 6-12 months, which may 
be extended if the misconduct or incapability continues or is repeated) 

 
5 All warnings at any stage will be confirmed in writing stating the reason for the 

warning and action required to remedy the complaint, with timescales  
 

6 The Right of Appeal will be given at every stage 
 

7 A copy of the warning will be held on the Employee’s Personnel File 



 
Warnings - Stages 
 

 Verbal warning – Stage 1:  Minor breaches for instance poor time-keeping etc.  

The Employee will be given the reason for the warning by the Manager as well as a 
clear indication that continued or repeated conduct may result in further disciplinary 
action which in some instances could ultimately result in termination of employment.    
The right of appeal will be given 

 

 First written warning – Stage 2:  This will be given by the Manager where there 

has already been a verbal warning with no improvement or the issue under 
consideration is of a more serious nature.  The Employee will be given the details of the 
complaint; the action required to remedy the situation including review dates and will be 
advised that further warnings or ultimately termination of employment may occur if 
there is no sustained improvement in the conduct or complaint.  The right of appeal will 
be given 

 

 Final written warning – Stage 3:   This will be given by the Manager where there 

is no improvement or the issue has been repeated or the issue under consideration is 
sufficiently serious.  This warning will state that if the Employee commits a further lapse 
during the period specified then the employment may be terminated. The right of 
appeal will be given 

 

 Dismissal – Stage 4:   If the issue is sufficiently serious or if the Employee has failed 

to achieve the required improvements following other warnings then the Employee will 
normally be dismissed or in exceptional circumstances action short of dismissal will be 
taken.  The decision to dismiss the Employee will not be taken without reference to a 
Director.  The right of appeal will be given 

 

Gross Misconduct 
 
Where gross misconduct is proven it will result in immediate dismissal without notice or 
pay in lieu of notice.  The decision to dismiss will not be taken without reference to a 
Director.  Dismissal will be notified in writing with the right of appeal. 
 

Alternatives Short of a Dismissal 
 

The following are examples of alternatives short of dismissal.  The examples given are not 
exhaustive when considering alternatives to termination of employment and are only to be 
considered in exceptional circumstances: 
 

 Suspension without pay up to a maximum of 10 days 
 

 Demotion if a suitable position is possible 
 

 Transfer to an alternative location or department 
 

 Loss of bonus or similar 
 
 

 

 

 



Right to Appeal 
 

The Employee has a right to appeal against any disciplinary decision.  However, the 
Employee is obliged to notify the Manager in writing of their wish to appeal (with reasons 
for doing so) within five working days of the date of the decision. 

 
Appeal Hearing 

 
Wherever possible a higher Manager or a Manager who has not been involved in the 
disciplinary action or investigation will conduct an Appeal Hearing thereafter, at which 
the Employee will be given an opportunity to restate their case.  The Employee will be 
entitled to be accompanied by a work colleague or trade union representative.   The 
chosen companion may address the Hearing and ask questions, but cannot answer 
questions on the Employee’s behalf.  
   
The decision of the Manager will be notified to the Employee in writing which may 
include: 
 

 Original decision upheld 
 
 Original decision retracted 
 
 Alternatives short of a dismissal, opposed to termination 
 
 Re-instatement if employment had been terminated 

 
Spent Warnings 
 
Subject to satisfactory performance and conduct, any warning issued under these 
procedures will be removed from the personnel records after the warning has expired. 
  


