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Disciplinary Procedure 
 

In the event of this procedure having to be applied to the Manager, those duties ascribed to 

the Manager in this document will be performed by the Chair of Trustees on behalf of the 

Board of Trustees. 
 

1. PURPOSE 

This procedure exists to assist the Association in maintaining standards of conduct and job 

performance and is intended to ensure consistent and fair treatment for all.  

 

2. APPLICATION 

 2.1 The disciplinary procedure is applicable to all employees, volunteers, members  

  and trustees (in future simply referred to as “employees”). 

 

 2.2 It is essential that this procedure is applied fairly and consistently throughout the 

whole of the Association, and the responsibility for provision of any advice or 

training on the procedure and the monitoring of its consistency lies with the Trustees. 

 

 2.3 This procedure does not apply to the termination of employment for which an 

employee has been specifically engaged e.g. on. a fixed term contract; in the event of 

redundancy; or where the employee is subject to a probationary period and does not 

reach the required standards of performance during that probationary period. 

 

3. GENERAL PRINCIPLES 

 This procedure acknowledges the following principles: 

 

 3.1  Disciplinary procedures should not be viewed solely as a means of imposing 

sanctions but initially as a corrective measure which contributes to the improvement 

of individual conduct or performance. 

 

 3.2  For the purpose of this procedure, disciplinary action means any action related to 

alleged misconduct, poor performance or lack of capability. 

 

Lack of capability or poor performance can be related to skill, aptitude or non 

attendance due to ill health. In such cases, the employee should, wherever 

appropriate, be supported through training or other support and given reasonable time 

to reach the required standard of performance, before any disciplinary action is 

considered. 

 

 3.3   No disciplinary action will be taken against an employee until the case has been fully 

investigated by the Manager (see section7). 
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3. GENERAL PRINCIPLES (cont) 

 3.4  After the appropriate investigation is complete and disciplinary action is considered 

to be necessary, the employee will be told the nature of the complaint and will be 

given the opportunity to state their case at a disciplinary hearing. They will have the 

right to be accompanied by a representative (e.g. CAB or other relevant 

organisations), a friend or person of their choice, during the process. 

 

 3.5  No employee will be dismissed for a first breach of discipline except in the case of 

gross misconduct (See appendix 1), when the penalty may be dismissal without notice 

or payment in lieu of notice. 

 

 3.6  An employee will have the right of appeal to the Appeals Committee at any stage of 

the disciplinary procedure. 

 

 3.7  Although the procedure includes three stages before dismissal, this does not 

necessarily mean that all the stages must be followed before any dismissal is 

considered. There may be occasions when, depending upon the seriousness of the 

case, it will be appropriate to enter the procedure at stage 2 (written warning) or stage 

3 (final written warning). There may also be occasions when dismissal without notice 

is applicable. 

 

4. AUTHORITY TO ACT 

 4.1  Authority to act is as set out below. The Manager will ensure that all employees are 

made aware of the channels and procedures to be followed through each stage of the 

disciplinary procedure. 

 

Stage Level of Sanction Issuing Officer Appeal to 

1 Verbal Warning Manager Appeals Committee 

2 Written Warning Manager Appeals Committee 

3 Final Written 

Warning 

Manager Appeals Committee 

4 Dismissal Manager Appeals Committee 

 

 

 4.2  The Manager has the authority to suspend an employee from the workplace and 

arrange an investigation into the offence, where this is deemed necessary.  The 

Manager must inform the Chairman of the Association immediately and before 

initiating any proposed actions. 

 

 4.3 The procedure is described in the following sections and shown as flow diagrams in 

Appendix 5 
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5. COUNSELLING AND SUPPORT 

 5.1 The day-to-day managerial supervision and guidance of employees is a task which 

lies outside the scope of this procedure. In most instances, an issue should be resolved 

through counselling and support, without recourse to the disciplinary procedure.  

 

 5.2 A record of occasions when such counselling occurs should be made for reference 

purposes as a preliminary to any formal procedure.  

 

 5.3 All cases of poor performance will be investigated by the Manager, particularly in 

relation to the level of training and support offered.  

 

 5.4 Where, after counselling, improvement does not take place or the matter is of a more 

serious nature, then the formal disciplinary procedure will be implemented. 

 

6. SICKNESS ABSENCE 

 6.1 Where regular monitoring of sickness absence indicates no improvement in an 

employee's sickness pattern, or where there is no medical evidence to support 

frequent short-term absences, the matter may be dealt with under the disciplinary 

procedure.  

 

 6.2 It is essential that persistent absence is dealt with promptly, firmly, fairly and 

consistently in order to demonstrate to both the employee concerned and other 

employees that such absence is regarded as a serious matter and that it may result in 

formal disciplinary action. 

 

7. INVESTIGATION 

 7.1 In a situation where there appears to be a need to invoke the disciplinary procedure, 

formal action will not be taken until there has been sufficient investigation to 

establish the facts.  

 

 7.2 The Manager shall establish the facts as quickly as possible and if necessary, take 

statements or arrange interviews with any individuals involved, including the person 

who is subject to the investigation. 

 

 7.3 Following collection of the facts, the Manager and Chairman shall decide whether 

there are grounds for invoking disciplinary procedures. 

 
  



 THE ASSOCIATION OF TEESDALE DAY CLUBS 

Procedure Number P12-1 

Issue 02 

   

4 of 20 

8. SUSPENSION 

 8.1 In cases where suspension is necessary, this will be made without prejudice and will 

normally be with full pay. The employee concerned will be informed in writing that 

they have been suspended and the reasons for that suspension (see model letter, 

Appendix 4.1). 

 

 8.2   A suspension will not normally last longer than 28 calendar days. However, should it 

be necessary for a suspension period to last longer than this contact must be made 

with the employee (by meeting or by letter), no later than 28 calendar days from the 

date of the suspension to inform the employee of the reason(s) for the extension. 

 

9. EMPLOYEE RIGHTS 

 9.1  Representation 

 

  At any stage of any disciplinary procedure, an employee has the right to be 

represented or accompanied by a legal representative, friend or person of their choice 

to ensure that they are given every opportunity to explain or defend themselves fully. 

 
9.2  Notification of disciplinary action 

 

  9.2.1 Where a disciplinary hearing is to be held, employees must be notified in  

  writing of the arrangements and reasons for the hearing.  

 

  9.2.2 The employee must be given at least 7 calendar days notice (or earlier by  

  agreement), in order to allow sufficient time to prepare for the hearing.  

 

  9.2.3 The employee shall be made aware that the hearing is a formal disciplinary  

  procedure.  

 

  9.2.4 The notification will inform the employee of the time and location of the  

  hearing and their right to be accompanied. 

 

  9.2.5 A second copy of relevant documents will be provided to the employee to  

  forward to a legal representative or friend. 
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9.3  Right of Appeal 

 

  9.3.1 An employee has the right of appeal against disciplinary action at each stage 

  of the procedure.  

 

  9.3.2 Letters confirming disciplinary action will include details of the employee's 

rights.  

 

  9.3.3 Appeals must be lodged within five calendar days of the date of written 

notification of the warning or notification of termination of employment on 

disciplinary grounds, and will be heard by an Appeals Committee which 

will be independent of the Disciplinary Committee. 

 

9.4  Withdrawal of Disciplinary Sanction Following Appeal 

 

  Should any disciplinary action be reconsidered at an appeal or be subsequently 

withdrawn, any written reference shall be expunged from the employee's records and 

the employee notified in writing. 

 

10. DISCIPLINARY STAGES 

 10.1 Disciplinary action will normally follow four-stages and records of discussions at 

each stage must be made and retained in the individual’s personnel file. Information 

on informal and formal stages is given in appendix 2 and guidance on the four 

disciplinary stages is given below. 

 

 10.2 The procedures to be followed at any disciplinary hearing are provided in appendix 3 

and model letters for use at each stage are provided in Appendix 4. 

  Stage 1 - Verbal Warning 

 If the issue is considered to be minor, and counselling or additional training has 

not led to any improvement in conduct or performance, a verbal warning may be 

given.  

 This shall be followed by a confirmatory letter which will be placed in the 

individual's personnel records.  

 Should no further disciplinary incidents arise within a six month period from the 

date of the last verbal warning the letter and all related information will be 

removed from the file. 
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 10. DISCIPLINARY STAGES (cont) 

  Stage 2 – Written Warning 

 

 If the offence is considered to be a major breach of the disciplinary policy or, 

three verbal warnings have already been issued, the issue will be referred to the 

Disciplinary Committee.  

 At this stage all details of disciplinary activities are to be recorded in the 

employee’s personnel records and kept for a period of 12 months from the date of 

the last entry. 

  Should no further disciplinary incidents arise within the 12 month period from 

the date of the written warning the warning and all related information will be 

removed from the file.  

  

  Stage 3 – Final Written Warning 

 

 A final written warning must be issued where persistent offences are committed 

or the employee shows no improvement in their conduct or performance.  

 The employee must be advised that should any further incidents occur the next 

level of the disciplinary procedure will be invoked and this may result in 

dismissal. 

 A copy of the final written warning must placed in the employee’s personnel 

records and kept for a period of 12 months from the date of the last entry. 

 A copy of the letter of confirmation of the issue of a Final Written Warning is to 

be sent to the employee within 5 days of the hearing. 

 Should no further disciplinary incidents arise within the 12 month period from the 

date of the final written warning, the warning and all related  information will be 

removed from the file. 

 

  Stage 4 – Dismissal 

 

 Where the offence is considered to be serious enough to warrant dismissal the 

Disciplinary Committee must be informed in order to consider the appropriate 

action.  

 If the Disciplinary Committee rule that dismissal is the appropriate action the 

Manager will write to the employee informing them of the decision and 

explaining the reasons. The employee may appeal directly to the Appeals 

Committee.  

 If after an appeal the dismissal is still upheld, the Manager is to finalise all pay 

and administrative matters to enable the employment to be terminated. 
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11. ERASURE PROCEDURE 

 11.1 In accordance with a fair approach to the Association’s disciplinary procedure, the 

opportunity to “wipe the slate clean” and to enable employees, where this is justified, 

to gain a clean record, is part of this disciplinary process.  
 

 11.2  Records of any disciplinary actions taken remaining on file should not be regarded as 

“live” for disciplinary purposes after the time scales defined in section 10 
 

 11.3 The start date of the disciplinary period will, in normal circumstances, be the date of 

the first documented records. 

 

 

 

Reviewed and approved by the Board of Trustees and signed on their behalf by the 

Chairman: 

 

 

 

                                                                                                                  Date: 28
th

 June 2019 
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Appendix 1. 
 

Examples of Gross Misconduct which can lead to dismissal of an Employee include:- 

 The unauthorised removal of the Association’s property. 

 Offences of dishonesty. 

 Theft. 

 Sexual offences. 

 Sexual misconduct at work. 

 Falsification of information e.g. time sheets, subsistence and/or expenses claims. 

 Malicious damage to the Association’s property. 

 Physical Assault. 

 Abuse of internet use e.g. viewing pornographic web sites or sending offensive e-mails. 

 Refusing (without good reason) to carry out a given instruction by Management. 

 

The above list is neither exclusive nor exhaustive and in addition, there may be other offences of 

a similar nature which would constitute gross misconduct. The list is liable to amendment in the 

light of any negotiations on disciplinary rules and procedures which may take place with the 

management and, therefore, it can only be regarded as guidance. 
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Appendix 2. 
 

Levels of Warning. 

These warnings follow the four stages of the disciplinary procedure described in section 10 

of this document and each stage is to be recorded on the employee’s personnel records. 

 

Informal Warnings  

 These warnings are verbal and are to be given by the Manager when an employee is found 

not to be carrying out a given instruction or procedure which is known to them or meeting 

required standards. 

 The warning will be given in the first instance to a minor offence which has been committed 

by the Employee. 

 The instances of the warning(s) will be noted by Manager and an entry of that warning is to 

be placed on the employee’s personnel records. 

 

 

Formal Warnings 

 These warnings are written and are normally to be given when at least three verbal warnings 

have been given to the employee for similar offences and there is no change in the 

employee’s attitude, the standard of their work or their commitment. 

 The warnings will be issued by the Manager only after a Disciplinary Committee hearing and 

will record the decision of the Committee that may include dismissal... 
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Appendix 3. 

 

PROCEDURE TO BE FOLLOWED AT A DISCIPLINARY COMMITTEE 

HEARING 

1. The constitution of the Disciplinary and Appeals Committees 

 The membership of the committees will decided by the Board of Trustees at the first 

 meeting after the AGM. 

2. Statement of case by Manager. 

 2.1 The Manager will put the case in the presence of the employee and their 

representative and may call witnesses. 

 2.2 The employee (or their representative) will have the opportunity to ask questions of 

the Manager on the evidence given and any witnesses whom they may call. 

 2.3 The Chair of the Committee will have the opportunity to ask questions of the 

Manager, the employee and witnesses. 

  Note: each witness to withdraw when evidence and subsequent questions are 

complete. 

3. Statement of Case by Employee. 

 3.1. The employee (or their representative) will put the case in the presence of the 

Manager and may call such witnesses as they wishes. 

 3.2 The Manager will have the opportunity to ask questions of the employee and 

witnesses. 

 3.3 The Chair of the Committee will have the opportunity to ask questions of the 

employee and witnesses. 

  Note: each witness to withdraw when evidence and subsequent questions are 

complete. 

4. Summing Up 

 The Manager and the employee (or their representative) will have the opportunity to sum 

up their cases if they so wish. 

 

5. Parties to Withdraw 
 

 The Manager and the employee and their representative to withdraw. 

 

 

 

  



 THE ASSOCIATION OF TEESDALE DAY CLUBS 

Procedure Number P12-1 

Issue 02 

   

11 of 20 

6. Consideration by the Committee after hearing the case 

 6.1 The Committee must deliberate in private only recalling the Manager and the 

employee to clarify points of uncertainty on evidence already given. 

 6.2 If a recall is necessary both parties are to return even if only one is concerned with the 

point giving rise to doubt. 

 

7. Decision of the Committee 
 

 When the Committee has reached a decision, the Manager and the employee will be 

recalled and informed of that decision and their right of appeal (if appropriate), which will 

be confirmed by letter. 
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Appendix 4 
 

 

Model Letter 1 – Suspension from Duty 
 

 

 

Personal and Confidential 
 

SUSPENSION FROM DUTY – (FULL NAME) 

 

Dear (Name), 
 

I refer to the meeting that you attended at (venue) on (date) when you were suspended from duty.  

 

I write to confirm the actions at the meeting when you were informed that you are suspended 

from work with effect from (date). During your suspension investigations will be undertaken 

concerning your alleged offence (add details) 

 

Your suspension is without prejudice and is on full pay pending the outcome of the investigation. 

 

Serious consideration will be given to all of the issues relating to the evidence/complaints against 

you and also to your version of the events leading up to investigation and subsequent hearing. 

 

During your suspension you should not discuss the issue with your work colleagues, or enter 

your place(s) of work. (Include contact name & number) has been nominated as your link 

member of staff and should you need to make contact or enter the workplace, this should be done 

by contacting him/her on the above mentioned phone number.  

 

When the investigation is complete, I will write to you again. 

 

 
 

 

Yours sincerely, 
 

 

 

 

Manager 

Copy to: Employee’s Personnel File 

 Association File 
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Appendix 4 
 

 

Model Letter 2 – Notification of a Disciplinary Hearing 
 

 

Personal and Confidential 

 

Dear (Name), 
 

I am writing to inform you that you are required to attend a meeting with the Disciplinary 

Committee at (time) on (date) at (Venue). 

 

The meeting is a disciplinary hearing, when the allegations made against you will be considered 

The allegations to be considered are (detail the allegations) which has led to (insert detail).   

 

You are entitled to have a friend or other person of your choice with you. 

 

The hearing will be chaired by ………….. and ………………... will form the Committee. 

I will attend to put the case to the committee. You and I may call witnesses relevant to the case.  

 

I would be grateful if you could confirm, in writing by (date), that you will be able to attend the 

meeting and also provide me with the names of any witnesses you will be calling.  

 

Yours sincerely, 
 

 

 

 

Manager 

 

Copy to: Employee’s Personnel Records 
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Appendix 4 
 

 

Model Letter 3 – Confirmation of Hearing Decision (Final Written Warning) 
 

 

Personal and Confidential 
 

DISCIPLINARY HEARING – (FULL NAME) 

 

Dear (Name), 
 

Further to the disciplinary hearing that you attended at (Venue) on (date). I write to confirm the 

decision of the Committee which was given to you at the end of that hearing. 

 

Serious consideration was given to the issues raised relating to the evidence/complaints against 

you which were presented verbally by the management and also to your version of the events 

leading up to this disciplinary hearing. 

 

It is concluded that alleged incidents (Failing to carry out given instructions) had been 

previously verbally notified to you on three (3) separate occasions and you have failed to correct 

the situation. 

 

Taking into account those previous verbal warnings issued to you for failing to carry out given 

instructions, it was felt that no progress had been made or any change in your attitude noted and 

therefore it was felt appropriate to issue a formal written warning as a result of your conduct. For 

disciplinary purposes this warning will stay on your personnel record for twelve (12) months. 

 

You should be aware that any further incidents of this, or a similar nature relating to your 

conduct, specifically (that of failing to carry out given instructions), may result in further 

disciplinary action being taken against you, which could ultimately lead to your dismissal from 

the Association. 

  

You have the right to appeal against the decision. In order to exercise this right you must inform 

the Chairperson of the Association in writing of your intention to appeal within five (5) calendar 

days of the receipt of this letter.   
 

Yours sincerely, 
 

 

 
 

Name 

Manager 

Copy to: Employee’s Personnel Records 
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Appendix 4 
 

 

Model Letter 4 – Confirmation of Hearing Decision (Dismissal) 
 

 

Personal and Confidential 
 

DISCIPLINARY HEARING – (FULL NAME) 

 

Dear (Name), 
 

Further to the disciplinary meeting that you attended at (Venue) on (date). I write to confirm the 

decision of dismissal which was told to you by the Committee at the end of that hearing. 

 

Serious consideration was given to all issues raised relating to the evidence/complaints against 

you and that presented verbally by the management and also to your version of the events 

leading up to this disciplinary hearing. 

 

It is concluded that the alleged incident (insert reason for the disciplinary hearing) had been 

discussed with you on (insert number) separate occasions and you have failed to correct the 

situation. 

 

Taking into account those previous (verbal/written) warnings issued to you for (insert type of 

offence), it was felt that no progress had been made or change in your attitude noted and 

therefore it was decided that, due to the serious nature of the offence committed (state the reason 

for the dismissal) you would be dismissed you from your post as a result of your conduct.  

 

Your dismissal will be effective from (Date / immediate effect). 

 

You have the right to appeal against the decision. In order to exercise this right you must inform 

the Chairperson of the Association in writing of your intention to appeal within five (5) calendar 

days of the receipt of this letter.   
 

 

Yours sincerely, 
 

 

 
 

Name 

Manager 

Copy to: Employee’s Personnel Records 
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Appendix 5 Overall Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issue; Poor performance, Lack of capability, Non-Attendance due to poor health, Gross misconduct 

Yes 

Record outcome in 
employee records 

Actions completed 

No 

Manager and employee review meeting* 

Investigation by Manager* 

Discussion on course of action, Manager and Chair* 

Manager and employee agree actions* 

Disciplinary 
Action 

Course of action 

Issue resolved 

Option 3 
Verbal Warnings 

Appendix 5.2 

Option 4 
Gross misconduct 

Appendix 5.3 

Option 2 
Suspension 

Appendix 5.1 

Option 1 
Training and or 

Counselling 

Note; At any stage during the procedure the employee has a right to appeal 

* At these stages the manager will make records of discussions 
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Appendix 5.1 Suspension 

 

 

 

 

Meeting of Disciplinary Committee with Manager and 
Employee See appendix 3 

Suspension 
rescinded 

Manager informs employee in writing (model letter 1 appendix 4) 
and refers to Disciplinary Committee* 

Manager and/or Chair decision to suspend without prejudice, 
normally on full pay 

Issue requires further 
investigation and lead 
investigator appointed 

Suspension not 
justified 

Suspension confirmed 

Committee decision 
See Note 1 

Investigation completed 
results reported 

Move employee to 
relevant stage of 

disciplinary procedure* 

Note 1; If a decision can not be made within 28 days of the suspension date the employee must be 

informed in writing of any extension. 

* The manager must notify the employee in writing and place a copy of the letter in their personnel 

file. 

Investigation by Manager 

Record of written records removed from 
personnel files 
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Appendix 5.2 The Warning Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Yes 
Verbal Warning 1* 

Yes 

No 

Record of verbal warnings removed 
from personnel records  

Go to next level verbal warning 

Written warning.  
Model letter 3 Appendix 4 

Investigation completed 
and report of findings 

Disciplinary Committee hearing- Model 
Letter 2 appendix 4 

Recurrence of same 
Disciplinary issue(s) 

within 6 months 

Level 3 reached 

Issue requires further 
investigation - Lead 

appointed 

Verbal Warning 2* 

Verbal Warning 3* 

No 

Yes 

Yes 

No 

Disciplinaryrecords removed from 
personnel files. 

Consider additional training 

No 

Note; This is a progressive step by step process but if an issue is considered 
sufficiently serious some steps may be missed out. 

*Verbal Warnings by Manager all subsequent steps are from the Disciplinary 
Committee hearing(s) with any warning letters issued on its behalf by the 

Manager 

Case to answer 
No 

Yes 

Continued on next page 
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Appendix 5.2 The Warning Process (Continued from previous page) 

 

 

 

Final written warning Model letter 
3 Appendix 4 

Disciplinary Committee 
hearing and decision 

Recurrence of same 
Disciplinary issue (s) 

within 12 months 

Written warning.  
Model letter 3 Appendix 4 

Written warning and disciplinary  
records removed from personnel files. 

Yes No 

Note; This is a progressive step by step process but if an issue is considered 
sufficiently serious some steps may be missed out. 

*Verbal Warnings by Manager all subsequent steps are from the Disciplinary 
Committee hearing(s) with any warning letters issued on its behalf by the 

Manager 

Recurrence of same 
Disciplinary issue (s) 

within 12 months 

Dismissal 
Model letter 4 Appendix 4 

Yes 

No 
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Appendix 5.3  Gross Misconduct 

See Appendix 1 for Examples of Gross Misconduct 

 

Notification of possible Gross  Misconduct 

Disciplinary Committee 
Hearing 

Model Letter 2 Appendix 4 

Dismiss 
Model letter 4 modified 

accordingly 

Move to appropriate stage of   the 

Disciplinary Procedure  

 

Investigation required 

Considered likely to be Gross 
Misconduct 

Manager suspends the individual without prejudice, 
normally on full pay 

Investigation by Manager and/or Chairman within 24 
hours. 

Meeting of Manager and Chairman or other officer 
trustee within 24 hours 

Investigation complete and 
reported 

Yes

 
 Yes 

Considered to be Gross 
Misconduct 

No Yes 

No 

No 
Yes 


