	DISCIPLINARY PROCEDURE
INTRODUCTION
1.	 The disciplinary procedure outlined below is for the purpose of promoting fairness and consistency in the treatment of employees. The procedure will only be used where necessary and may be implemented at any stage if the circumstances warrant such action. The procedure is not contractual but applies to all employees who should familiarise themselves with its provisions.
2.	 No disciplinary action will be taken until the case has been carefully investigated and the employee has had the opportunity to respond to the allegations, and been made aware of the evidence against them.  All disciplinary matters will be dealt with without undue delay.
PROCEDURE 
3.	INVESTIGATION
	When a disciplinary matter arises:
3.1 An investigation will take place, as soon as reasonably practicable, to establish the facts and, where appropriate, obtain statements from any available witnesses.
3.2 The employee will be informed of the complaint against him/her in writing.
3.3 The employee will be allowed access to any relevant information and papers.
3.4 Having investigated all the facts the manager will decide whether there is no case to answer, deal with the matter informally or arrange for the matter to be dealt with under the disciplinary procedure.
4.	DISCIPLINARY PROCEDURE 
4.1  Before a decision is reached or any disciplinary action taken there will be a disciplinary hearing.
4.2  The employee will have an opportunity to state their case and answer the allegations that have been made.
4.3   The employee has the right to be accompanied by a colleague or union representative at any disciplinary hearing, who shall be entitled to address the hearing but not answer questions on behalf of the employee.
DISCIPLINARY ACTIONS
5	ORAL WARNING
In the case of minor offences the employee will be given a formal oral warning.  The employee will be advised of the reason for the warning, the formal nature of the warning and possible future consequences.
6	WRITTEN WARNING
In the case of more serious offences or a repetition of earlier minor offences the employee will be given a written warning, setting out the precise nature of the offence, the likely consequences of further offences and specifying, if appropriate, the improvement required and over what period.  This may include a statement that any recurrence or no improvement may lead to a final written warning.
7	FINAL WRITTEN WARNING
In the case of a sufficiently serious offence or a repetition of earlier offences the employee will be given a final written warning, setting out the precise nature of the offence, the likely consequences of further offences and specifying, if appropriate, the improvement required and over what period.  This may include a statement that any recurrence or no improvement may lead to a dismissal or to some other action short of dismissal.
8	DISMISSAL
This stage will normally result from continued failure by the employee to act on previous warnings or an act of gross misconduct. In the case of gross misconduct the employee will normally be dismissed without notice or payment in lieu of notice.  The Employer reserves the right in certain circumstances not to dismiss, but to apply the sanction of demotion, or suspension without pay.
If the decision to dismiss is made the employee will be informed in writing as soon as is reasonably practicable of the reasons for dismissal, the date on which the contract between the parties will terminate, the appropriate period of notice and of the right to appeal. 
9	SUSPENSION
Where the employee is accused of an act of serious or gross misconduct he/she may be suspended from work on full pay pending the outcome of the disciplinary procedure.  Such suspension is not a form of disciplinary action.
10	APPEAL
10.1	  In an employee is dissatisfied with a disciplinary decision arising from the formal procedure, he/she may appeal in writing within 5 working days.
10.2	  The employee will be informed of the date of the appeal hearing within 5 working days of notice of the appeal being lodged.  The appeal hearing will be held as soon as is reasonably practicable.
10.3	  Where new evidence arises prior to or during the appeal the employee will be given access to any relevant information or evidence and will have the opportunity to make representations.
10.4   The employee will have the right to be accompanied to any appeal hearing by a colleague or union representative. 
11	GROSS MISCONDUCT OFFENCES
	The following are non-exhaustive examples of the sort of offences which, if committed, will normally lead to summary dismissal:
1. negligence resulting in serious loss, damage, or injury
1. assault or attempted assault; 
1. theft; 
1. malicious damage to property; 
1. wilful disregard of duties or of instructions relating to the employment; 
1. falsification of records; 
1. sexual, racial or other harassment of a fellow employee; 
1. being under the influence of drugs or alcohol while working;
1. unauthorised absence
1. serious breach of our policies or procedures
1. bringing the organisation into disrepute.
1. Giving, Offering or soliciting a bribe.

12	RECORD KEEPING
12.1. A copy of all formal warnings will be kept on an employee’s personal file;
12.1.1. A note of an oral warning will be retained for a period of six months;
12.1.2. A copy of a written warning will be retained for a period of twelve months;
12.1.3. A copy of a final written warning will be retained for a period of twelve months.
12.2      If an employee’s breach of the Employer’s rules is dealt with under the formal disciplinary procedure, a record will be kept of the breach, the employee’s defence or mitigation, minutes of the disciplinary hearing, the action taken and reasons for it, whether an appeal was lodged, its outcome and any subsequent developments.  These records are confidential and will be retained on the employee’s personal file in accordance with Data Protection laws.  



