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Example disciplinary procedure
The purpose of this procedure is to set out the standards of conduct expected of our employees and to ensure that all disciplinary matters are dealt with fairly and consistently. This procedure does not deal with performance or sickness absence issues. These are dealt with in our capability and sickness absence procedures respectively.
The procedure will apply to all employees. The procedure does not form part of the contract of employment and can be varied from time to time. 

General principles

As the aim of the procedure is to maintain standards of conduct and encourage improvement for minor conduct issues, the matter may be dealt with informally by way of discussion. Although this may result in a note of the discussion being made on your personnel file, there will be no note made on your disciplinary record.

In the event that the matter cannot be resolved informally, or the matter is too serious for the informal approach to be applied, then the formal disciplinary process will follow. Although the stages of the disciplinary process will normally be followed sequentially the company may enter the process at any stage depending on the seriousness of the matter.
Formal disciplinary process 
Prior to any formal disciplinary decision being made, the following steps will be taken:

· An investigation will be carried out. The amount of investigation involved will vary depending on the allegations in question and the circumstances of the case.
· If, following investigation, it is believed that there are grounds for disciplinary action, you will be required to attend a disciplinary hearing. You will be invited to the hearing in writing and will be advised of the time, date, and location of the hearing. You will be provided with written details of the allegations against you, the basis for those allegations and the possible disciplinary outcome.
· Sufficiently in advance of the disciplinary hearing you will be provided with all the relevant evidence to allow you to prepare your case.
· At the hearing the case against you will be explained and you will have the opportunity to respond to the allegations. 

Right to be accompanied
You may be accompanied by a companion at any formal disciplinary hearing or any appeal hearing under this procedure. The companion may be either a fellow worker or trade union official of your choice. 
The companion may put your case for you at the hearing and sum up your case. The companion may confer with you at the hearing but may not answer questions on your behalf. 
Where appropriate, eligible employees (e.g., those with disabilities and/or language difficulties) may be permitted, at the discretion of the company, to be accompanied by a supporter, interpreter, or other appropriate companion. 
Suspension
Depending on the circumstances, you may be suspended from work on full pay during the investigation. Suspension on full pay is not a disciplinary penalty.
The disciplinary hearing
You must make all reasonable efforts to attend a disciplinary hearing. If you or your companion are unable to attend a meeting, you must advise [NAME] immediately. In the event that you fail to attend a disciplinary hearing without good cause, or are persistently unable to attend, a decision may be made in your absence on the basis of the information available to the disciplining officer.

The hearing will be conducted by a disciplining officer who will be an appropriate level of management/seniority. [A representative from HR may also be present.] 

The disciplining officer will explain the allegations against you and the evidence in support of those allegations. You will have the opportunity to respond to the allegations, which will include the presentation of your own evidence if you wish. You may call witnesses to the disciplinary hearing, but you must give us written notice in advance if you wish to do this so that we can arrange their attendance. 
The disciplinary hearing may be adjourned if it becomes necessary to investigate any matters further. If any further evidence is obtained as a result of such investigation, you will be given this evidence ahead of the reconvened hearing and given the opportunity to respond to it. 

Disciplinary penalties
[Note: The ACAS Code provides for two warning stages. Many organisations have procedures that have three warning stages, the first level being a verbal/oral recorded warning prior to a written warning. You may choose to include such an additional stage in which case the oral recorded warning would be included here] [A verbal recorded warning may be issued by [STATE APPROPRIATE LEVELS OF MANAGEMENT] for minor acts of misconduct. The warning will remain active for [6] months.]
Stage 1 – First written warning

A first written warning may be issued by [STATE APPROPRIATE LEVELS OF MANAGEMENT] and will usually be appropriate for a first act of misconduct where there are no previous warnings. The warning will usually remain active for [six months]. 
 [If the procedure provides for a verbal recorded warning, then use this wording instead] [A first written warning may be issued by [STATE APPROPRIATE LEVELS OF MANAGEMENT] in the following circumstances:

· where, within the duration of the first verbal recorded warning, the necessary improvement has not been achieved

· where there has been a further act of misconduct while an existing warning is in effect, whether or not the conduct is of a similar nature to that which was the subject of the existing warning

· the seriousness of the misconduct is sufficient to warrant such a warning, even though no previous warning may have been issued. 

The warning will usually remain active for [6 months].”]
Stage 2 – Final written warning
A final written warning may be issued by [STATE APPROPRIATE LEVELS OF MANAGEMENT] in the following circumstances:

· where, within the duration of the first written warning, the necessary improvement has not been achieved

· where there has been a further act of misconduct while an existing warning is in effect, whether or not the conduct is of a similar nature to that which was the subject of the existing warning

· the seriousness of the misconduct is sufficient to warrant such a warning, even though no previous warning may have been issued. 
The warning will usually remain active for [12 months].
Stage 3 – Dismissal
Only [INSERT APPROPRIATE LEVELS OF MANAGEMENT] can take a decision to dismiss. You may be dismissed in the following circumstances:

· where, within the duration of the final written warning, the necessary improvement has not been achieved

· where there has been a further act of misconduct while a final written warning is in effect, whether or not the conduct is of a similar nature to that which was the subject of the existing warning
· where it is reasonably believed that you have committed an act of gross misconduct. Gross misconduct will usually result in immediate dismissal without notice and without pay in lieu of notice. Examples of gross misconduct can be found below.
The dismissing officer may at their discretion consider alternatives to dismissal. Examples of such alternatives include transfer, demotion, suspension without pay, loss of seniority, or reduction in pay. If such an alternative is applied, it may also be accompanied by a final written warning. 

Examples of gross misconduct
The following are examples of gross misconduct. This list is not exhaustive. 

· Theft or unauthorised removal of property, fraud, falsification of company records or any other dishonesty

· Actual or threatened violence or bullying behaviour

· Deliberate or serious damage to company property or that of a colleague, customer, contractor, or authorised visitor
· Serious negligence which does or could result in loss, damage, or injury

· Deliberately accessing internet sites containing pornographic, offensive, obscene, or inappropriate material

· Being unfit to work due to alcohol or illegal drugs or being in possession of illegal or intoxicating drugs on-site

· Refusal to obey reasonable instructions or any other act of serious insubordination

· Any action or behaviour which brings the company into serious disrepute

· Serious breach of health and safety rules
· Unauthorised disclosure of confidential information

· Acceptance of bribes or other secret payments

· Harassment or any act of discrimination towards a colleague, customer, contractor, visitor

· [INCLUDE OTHER EXAMPLES THAT MAY BE APPROPRIATE TO YOUR BUSINESS]

Warnings
Where a warning is issued, this will be confirmed to you in writing. The warning will state the misconduct that led to the warning, the action or improvement required by you, the duration of the warning and the likely consequences of the action or improvement not being taken and/or any further misconduct. You will also be advised of the right of appeal 

Appeals
Where disciplinary action has been taken, if you are dissatisfied with that decision, you can appeal. Your appeal should be in writing and should set out in full the grounds of your appeal. You must deliver your appeal to [INSERT APPROPRIATE POSITION/DEPARTMENT] within 5 days of the date you were notified of the disciplinary decision. 
You will be invited to an appeal hearing. This will normally be within [STATE TIME E.G 7 DAYS] of receipt of your appeal letter. The appeal invite letter will advise you of the date, time, and location of the appeal. You have the right to be accompanied at the appeal hearing.

Where possible, the appeal hearing will be conducted by a manager who has not previously been involved in the matter and who is senior to the person who took the original disciplinary decision. 

The outcome of the appeal may be to overturn or confirm the original decision or apply a different or lesser penalty. The manager hearing the appeal will not apply a greater penalty than you originally received. You will be advised of the appeal outcome, which will be confirmed in writing. There is no further right of appeal. 
