DISCIPLINARY PROCESS

Health related “incapability” is dealt

Where an employee has less than 2- with separately

. Poor performance or
years’ service the company reserves the : - -
discretionary right to not apply a misconduct is identified.

disciplinary process. Follow a performance
management procedure

Informal Provide guidance, issue file notes or
Response letter of concern, no time constraint
for retention on file

Suspend on full
pay for serious A Formal Disciplinary
incidents being

investigated

Investigations are carried out where there is insufficient clarity

A full investigation will be undertaken to establish facts, surrounding the issue.

either before or where appropriate.

The investigation can result in no grounds for formal action. It is not
always necessary for the employee to be questioned or provide a
statement prior to attending a disciplinary hearing as the

No further .. . disciplinary hearing is their opportunity to respond.
Hold a disciplinary meeting.

Employee Right to be accompanied

action required

Sanctions can be.kept on file for a i Address without applying a formal
period: Decide the outcome misconduct

1t Formal Written / Improvement sanction

Warning — 6 months
Final Formal Written /

Improvement Warning — 1 year 1t Written
Warning

Sanctions can be escalated Gross misconduct Arra nge
appropriate
support

of the disciplinary

Final Written

Take appropriate Sanctions against Warning

the employee.

Dismissal Alternatives to dismissal could also
be considered here, such as

. . relocation, a change of role, or
Employee has the Right to Appeal, which should be conducted demotion / reduction in salary.

by a different manager / or independent third party where
possible to ensure best practice.
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