Disciplinary Procedure
Introduction

<NAME OF THE ORGANISATION> recognises the need for managers to manage their staff in a supportive, consistent and fair manner. This procedure is designed to facilitate and encourage all employees to maintain acceptable standards of conduct, performance and attendance, whilst safeguarding the interests of <NAME OF THE ORGANISATION>, its clients, staff and volunteers.

This policy outlines the procedure that will be followed when it is necessary to take action of a disciplinary nature against employees. The intention is that potential disciplinary cases are dealt with at an early stage, with a view to resolving problems as quickly and fairly as possible; and that employees are encouraged to improve their standard of work and/or conduct.

The procedure is produced in line with the duties imposed by legislation and recognised good practice, as detailed by the Advisory, Conciliation and Arbitration Service (ACAS).

Purpose and Scope
· This procedure is designed to help and encourage all employees of Manchester Council for Community Relations (<NAME OF THE ORGANISATION>) to achieve and maintain reasonable standards of conduct, attendance and job performance appropriate to their job position.

· The aim is to ensure consistent and fair treatment for all.

Procedures
· No disciplinary action will be taken against an employee until the case has been fully investigated.

· Before any disciplinary decision is taken by <NAME OF THE ORGANISATION>, the employee will be advised in writing of the nature of the complaint against her/him and will be given copies of any statements or other evidence to which <NAME OF THE ORGANISATION> will refer in reaching a decision. The employee will then be invited to a disciplinary hearing to state her/his case before, and must take all reasonable steps to attend this meeting.  No decision will be made until the disciplinary hearing has taken place.

· The disciplinary hearing will not take place until the employee has had the opportunity to consider his/her response to the allegations.  <NAME OF THE ORGANISATION> will inform the employee in writing of its decision and notify him/her of his/her right to appeal against any decision made. 

· At all stages the employee will have the right to be accompanied by an employee representative or work colleague or by a representative of a trade union of which they are a member during the disciplinary interview.

· No employee will be dismissed for a first breach of discipline except in the case of gross misconduct when the penalty will be dismissal without notice or payment in lieu of notice.

· An employee will have the right to appeal against any disciplinary penalty imposed.

· The procedure may be implemented at any stage (even if no previous warnings have been given) if the employee's alleged misconduct warrants such action.

· All cases of disciplinary action under these procedures will be recorded and placed in the employee’s personnel record.  A copy of the employee’s relevant records will be supplied at his/her request.

· The employee may be suspended on full pay during any period of investigation or during the disciplinary procedure should <NAME OF THE ORGANISATION> consider such suspension to be appropriate.

Disciplinary Hearings

· General Principles


Before any formal Disciplinary Action is taken, the employee should be invited to attend a Disciplinary Hearing.  The employee should be told the reason for the Hearing, given full details of the allegations or concerns and adequate time to prepare.

· Hearing Objectives

· to establish the facts relating to the alleged breach of discipline
· to give the employee the opportunity to put forward their case and to explain any relevant mitigating circumstances
· Representation

Any employee asked to appear at a Disciplinary Hearing has the right to be represented by a work colleague of their choice.  The representative has the right to address the Hearing but cannot answer questions on behalf of the employee.

· Adjournment of Hearing

The Hearing will be adjourned to consider the decision.  If possible a decision will be given to the employee following the adjournment.  If further investigation of facts is necessary or there is a dispute over anything relevant to the case, the hearing may be adjourned to another day while further enquiries are made with the minimum of delay.

· Factors Considered

In considering what action is appropriate, the following should be taken into account:

· mitigating factors

· the gravity of the breach of discipline

· the employee’s work record

· any other relevant factors
Formal Disciplinary Warnings
· Minor faults will be dealt with informally but where the matter is more serious the following procedure will be used:
· Stage 1 - Oral Warning
        If conduct or performance does not meet acceptable standards the employee will normally be given a formal ORAL WARNING. She/he will be advised of the reason for the warning, that it is the first stage of the disciplinary procedure and of her/his right to appeal. A brief note of the oral warning will be kept but it will be spent after six months, subject to satisfactory conduct and performance.
· Stage 2 - Written Warning
If the offence is a serious one, or if a further offence occurs, a WRITTEN WARNING will be given to the employee by the Chief Executive. This will give details of the complaint, the improvement required and the timescale. It will warn that action under Stage 3 will be considered if there is no satisfactory improvement and will advise of the right of appeal. A copy of this written warning will be kept by the Chief Executive, but it will be disregarded for disciplinary purposes after twelve months subject to satisfactory conduct and performance.
· Stage 3 - Final Written Warning or Disciplinary Suspension
      If there is still a failure to improve, and conduct or performance is still unsatisfactory, or if the misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal, a FINAL WRITTEN WARNING will be given to the employee. This will give details of the complaint, will warn that dismissal will result if there is no satisfactory improvement and will advise of the right of appeal.  A copy of this Final Written Warning will be kept by the Chief Executive, but it will be spent after twelve months (in exceptional cases the period may be longer) subject to satisfactory conduct and performance.
· Stage 4 - Dismissal
      If conduct or performance is still unsatisfactory and the employee still fails to reach the prescribed standards, DISMISSAL will normally result. Only the Personnel Sub Committee can take the decision to dismiss. The employee will be provided, as soon as reasonably practicable, with written reasons for dismissal, the date on which employment will terminate and the right of appeal.

Gross Misconduct
· The following list provides examples of offences which are normally regarded as gross misconduct:
· Refusal to carry out duties or reasonable instructions

· theft

· fraud

· deliberate falsification of records

· fighting

· assault on another person

· deliberate damage to the <NAME OF THE ORGANISATION>'s property

· having alcoholic drink or illegal drugs in your possession custody or control on the employers premises

· Intoxication through alcohol or being under the influence of  illegal drugs

· serious act of insubordination

· unauthorised entry to computer records

· sexual, racial or other harassment of a fellow employee or any other person

These examples are non exhaustive or exclusive and offences of a similar nature will be deal with under this procedure. 

· If an employee is accused of an act of gross misconduct, that employee may be suspended from work on full pay while <NAME OF THE ORGANISATION> investigates the alleged offence. The investigation will be completed as soon as is reasonably possible.

· If, on completion of the investigation and the full disciplinary procedure, <NAME OF THE ORGANISATION> is satisfied that gross misconduct has occurred, the result will normally be summary dismissal without notice or payment in lieu of notice.
Appeals
· An employee who wishes to appeal against a disciplinary decision should inform the Chair of <NAME OF THE ORGANISATION> in writing within five working days, setting out the grounds of his/her appeal.

· The Chair of <NAME OF THE ORGANISATION> will convene an Appeals Panel, which will meet with the employee to hear the appeal. The employee must take all reasonable steps to attend this meeting. The decision of the Appeals Panel will be communicated to the employee in writing and its decision is final.

· At the appeal any disciplinary penalty imposed will be reviewed but it cannot be increased.
Alternative Sanctions

In addition to the Formal Disciplinary Warnings already outlined, the following further disciplinary sanctions may be applied:

· suspension from work without pay

· demotion

· Loss of pay increases in circumstances where previous formal disciplinary warnings have proved ineffective in producing improved performance.

