
DISCIPLINARY RULES AND PROCEDURES 

 

A)  INTRODUCTION 

 

1.  It is necessary to have a minimum number of rules in the interests of the whole organisation.   

 

2.  The rules set standards of performance and behaviour whilst the procedures are designed to help 

promote fairness and order in the treatment of individuals.  It is our aim that the rules and procedures 

should emphasise and encourage improvement in the conduct of individuals, where they are failing to 

meet the required standards, and not be a means of punishment. 

 

3.  Every effort will be made to ensure that any action taken under this procedure is fair, with you 

being given the opportunity to state your case and appeal against any decision that you consider to be 

unjust.  

 

4.  The following rules and procedures should ensure that:- 

 

a)  the correct procedure is used when inviting you to a disciplinary hearing; 

 

b) you are fully aware of the standards of performance, action and behaviour required of you;   

 

c)  disciplinary action, where necessary, is taken speedily and in a fair, uniform and consistent 

manner; 

 

5.   You will only be disciplined after careful investigation of the facts and the opportunity to present 

your side of the case.  A senior member of staff will be appointed to carry out the investigation. On 

some occasions temporary suspension on full pay may be necessary in order that an uninterrupted 

investigation can take place.  This must not be regarded as disciplinary action or a penalty of any 

kind; 

 

a) Following an investigation of any allegations against you by the School, you will be invited to 

attend a disciplinary meeting. Any evidence which the School will consider at the hearing will 

be provided to you before the hearing. You will receive sufficient notice of the meeting to 

consider the allegations and evidence. 

b) At the disciplinary hearing we will go through the allegations against you and the evidence 

that has been gathered. A senior member of staff will chair the meeting. Where possible, a 

different person to the  member of staff who conducted the investigation will chair the 

meeting  You will be able to respond and present any evidence of your own;  

c) you may ask relevant witnesses to appear at the hearing, provided you give us sufficient 

advance notice to arrange their attendance.  You will be given the opportunity to respond to 

any information given by a witness.  However, you will not normally be permitted to cross-

examine witnesses unless, in exceptional circumstances, we decide that a fair hearing could 

not be held otherwise; 

d) any evidence which you which to provide to the School to support your case should be 

provided to the chair of the meeting as soon as possible, and no less than 48 hours before the 

meeting. 

e) other than for an “off the record” informal reprimand, you have the right to be accompanied 

by a fellow employee or trade union official, who may act as a witness or speak on your 

behalf, at all stages of the formal disciplinary and appeal procedures;  

f) you will not normally be dismissed for a first breach of discipline, except in the case of gross 

misconduct; and 

g) if you are disciplined, you will receive an explanation of the penalty imposed and you will 

have the right to appeal against the finding and the penalty.  

 

B)  DISCIPLINARY RULES  



 

It is not practicable to specify all disciplinary rules or offences which may result in disciplinary 

action, as they may vary depending on the nature of the work.  In addition to the specific examples of 

unsatisfactory conduct, misconduct and gross misconduct shown in this handbook, a breach of other 

conditions, procedures, rules etc. within this handbook will also result in the disciplinary procedure 

being used to deal with such matters.  

 

C)  DISCIPLINARY SANCTION PROCEDURE 

 

1. Disciplinary action taken against you will usually be based on the following procedure:- 

 

 

OFFENCE FIRST 

OCCASION 

SECOND 

OCCASION 

THIRD 

OCCASION 

FOURTH 

OCCASION 

UNSATISFACTORY 

CONDUCT 

Formal verbal 

warning 

Written warning Final written 

warning 

Dismissal 

MISCONDUCT Written warning Final written 

warning 

Dismissal 

 

 

SERIOUS 

MISCONDUCT 

Final Written Dismissal 

 

  

GROSS 

MISCONDUCT 

Dismissal 

 

   

 

 

2.  We retain discretion in respect of the disciplinary procedures to take account of your length of 

service and to vary the procedures accordingly.  If you have a short amount of service you may not be 

in receipt of any warnings before dismissal but you will retain the right to a disciplinary hearing and 

you will have the right of appeal.  

 

3.  If a disciplinary penalty is imposed it will be in line with the procedure outlines above, which may 

encompass a formal verbal warning, written warning, final written warning, or dismissal, and full 

details will be given to you.   

 

4.  In all cases warnings will be issued for misconduct, irrespective of the precise matters concerned, 

and any further breach of the procedure in relation to similar or entirely independent matters of 

misconduct will be treated as further disciplinary matters and allow the continuation of the 

disciplinary process through to dismissal if the warnings are not heeded. 

 

D)  DISCIPLINARY AUTHORITY 

 

Disciplinary sanctions may only be imposed by a senior member of staff, which will usually be a 

member of the Senior management Committee. 

 

E) PERIOD OF WARNINGS 

 

1.  Formal verbal warning 

 

A formal verbal warning will usually be disregarded after a 6 month period. 

 

2.  Written warning 

 

A written warning will normally be disregarded after a 12 month period. 

 

3.  Final written warning 



 

A final written warning will normally be disregarded after a 12 month period.  

 

 


