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1. About this procedure  

This procedure will apply in most cases of misconduct or where any disciplinary action 
(including dismissal for any reason) is contemplated (save for verbal warnings).  
 
It is our policy to ensure that any disciplinary matter is dealt with fairly and that steps are 
taken to establish the facts and to give employees the opportunity to respond before 
taking any formal action. 
 
We reserve the right to shorten or dispense with or extend this procedure in 
circumstances where we feels that to do so is reasonable. Specifically, it may be that 
the procedure will be dispensed with entirely in the case of employees with less than 
two years’ service. 
 
This procedure does not form part of any employee's contract of employment we may 
amend it at any time.  
 

2. Minor conduct issues 

Where there are minor conduct issues you may be spoken to informally by your 
manager.  Where appropriate, a note of any such informal discussions may be placed 
on your personnel file but will be ignored for the purposes of any future disciplinary 
hearings. In some cases an informal verbal warning may be given, which will not form 
part of your disciplinary records.  Where informal discussion is not appropriate (for 
instance if the misconduct is serious), the informal stage may be dispensed with 
altogether and we may move straight to the formal procedure.  
 

3. Formal procedure 
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3.1 Where you are suspected of misconduct, we will conduct as much investigation as is 
reasonable in the circumstances prior to taking any disciplinary action.    We may ask 
you to attend an investigative interview, which you are required to attend but are not 
entitled to bring a companion to.  You must comply fully with any investigations. 

3.2 You may be suspended whilst we carry out investigations or in the case of serious 
misconduct.  During such suspension you will remain an employee and will receive full 
pay.  Suspension is not a disciplinary sanction and does not imply that any decision has 
been made. 

3.3 Where we consider there are grounds for disciplinary action you will be invited to a 
disciplinary meeting. We will set out in a letter the allegations against you, the basis for 
those allegations, and the likely consequences if the allegations are found to be true.  
We will also send you any documentation upon which we wish to rely at the hearing.  
You will be invited in that letter to attend a meeting to discuss the matter, which you 
must take all reasonable steps to attend.  You have the right to be accompanied at the 
disciplinary meeting by a colleague or trade union representative.  We may refuse you 
your first choice of companion if we deem them unsuitable or inappropriate. 

3.4 At the disciplinary meeting we will go through the allegations against you and the 
evidence that has been gathered. You will be able to respond and present any evidence 
of your own. Your companion may make representations to us and ask questions, but 
should not answer questions on your behalf.  You may call witnesses to your meeting, 
but you must give advance notice of such a request (which we will consider having 
regard to all the circumstances).  Within a reasonable time of the meeting we will inform 
you of our decision and notify you of your right to appeal against the decision. 

3.5 If you wish to appeal you should inform us in writing, clearly setting out the grounds on 
which you wish to appeal, within five (5) working days of our decision being 
communicated to you. We will then invite you to an appeal meeting, at which you may 
be accompanied by a colleague or trade union representative.  Where possible, an 
appeal meeting will be conducted by someone more senior than who chaired the 
disciplinary meeting. After the appeal meeting we will inform you of our final decision in 
writing.  We may confirm the original decision, revoke the original decision, or alter the 
original decision.  You will then have no further right of appeal. 

3.6 Where you are unwilling or persistently unable to attend a disciplinary meeting without 
good cause we reserve the right to conduct the meeting in your absence and make a 
decision on the evidence available to us. 

3.7 All employees must treat any information communicated to them as part of the 
disciplinary procedure as confidential.  No person is entitled to make recording 
(electronic or otherwise) of any meetings held under this procedure. 

 

4. Sanctions 

4.1 After the conclusion of any disciplinary procedure we may give a warning.  The usual 
sanctions for misconduct are set out below.  We aim to treat all employees fairly and 
consistently, and a penalty imposed on another employee for similar misconduct will 
usually be taken into account but should not be treated as a precedent. Each case will 
be assessed on its own merits.   

4.2 We may depart from the order of sanctions set out below if the circumstances so 
dictate, and may skip out a particular warning stage if we deem the matter requires it. 
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4.3 You will not normally be dismissed for a first act of misconduct unless you commit an 
act of gross misconduct (see below) or are in your probationary period or have less than 
2 years’ service. 

4.4 First Written Warning 

4.4.1 A first written warning will usually be appropriate for a first act of misconduct where there 
are no other active warnings on your disciplinary record. 

4.4.2 A first written warning will remain active for 6 months, after which time it will remain 
permanently on your file, but will be disregarded for the purpose of further disciplinary 
action.  

4.5 Final Written Warning 

4.5.1 A final written warning will usually be appropriate where there is misconduct where there 
is an active first written warning on your record, or where we consider the misconduct to 
be sufficiently serious that a final written warning is warranted, even though there are no 
other active warnings on your record. 

4.5.2 A first written warning will remain active for 12 months, after which time it will remain 
permanently on your file, but will be disregarded for the purpose of further disciplinary 
action. 

4.6 Dismissal 

4.6.1 Dismissal will be appropriate where you have committed an act of misconduct during 
your probationary period; further misconduct where there is an active final written 
warning on your record; or any gross misconduct (regardless of whether there are any 
active warnings on your record). 

4.6.2 Where you are dismissed for gross misconduct, you will normally be dismissed without 
notice or a payment in lieu of notice. 

4.7 Alternatives to dismissal 

4.7.1 In some circumstances we may consider imposing an alternative sanction to dismissal, 
such as demotion, transfer, reduction in pay, or loss of seniority.  

 

5. Misconduct 

5.1 The following are examples of the sort of offences that, if committed, will normally be 
considered as misconduct which will result in disciplinary action being taken.  The list is 
not exhaustive and you may be disciplined for any act reasonably considered to be 
misconduct which does not appear below: 

 Breach of your contract of employment; 
 Minor breaches of our policies and prcedures; 
 Damage to, or unauthorised use of, our property; 
 Poor timekeeping; 
 Time wasting; 
 Unauthorised absence from work; 
 Refusal to follow instructions; 
 Excessive use of our telephones for personal calls; 
 Excessive personal e-mail or internet usage; 
 Obscene language or other offensive behaviour; 
 Negligence in the performance of your duties;  
 Smoking in no-smoking areas; or 
 Disclosure of inappropriate/confidential information 
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6. Gross Misconduct 

6.1 The following are examples of behaviour that will normally be considered to be gross 
misconduct, which could result in instant dismissal without notice.  This list is not 
exhaustive: 

 Theft or fraud; 
 Physical violence; 
 Gross negligence; 
 Serious insubordination;  
 Commit an act of fraud, forgery or serious dishonesty; 
 Be guilty of a serious breach of confidence including unauthorised use or 

disclosure of confidential information or failure to ensure that confidential 
information in your possession is kept secure; 

 Accept any bribes or other secret payments or profits; 
 Cause any deliberate damage to property; 
 Bringing the Company’s reputation into disrepute; 
 Unlawful discrimination or harassment; 
 Deliberately accessing internet sites containing pornographic, offensive or 

obscene material; 
 Commit a serious breach of health and safety rules; 
 behave in a disorderly, physically violent, offensive or indecent; or 
 drink alcohol or take illegal drugs and/or be under the influence of alcohol or 

illegal drugs, or in possession of illegal drugs or permit or facilitate others to 
possess or consume illegal drugs during working hours. 

 

7. Monitoring and Review 

This procedure was last updated on 28th July 2021 and will be reviewed and 
republished no longer than two years after this date. 

 

8. Related Policies and Procedures 

 Anti-Bullying and Harrassment Policy  

 Equal Opportunities Policy 

 Grievance Procedure 

 Performance Management Policy 


