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DISCIPLINARY PROCEDURE 
 
POLICY STATEMENT & SCOPE 
 

 
1. The College aims wherever possible to resolve informally matters of potentially 

unsatisfactory conduct, attendance or poor performance, without resorting to formal 

procedures.  Recognising however, that this is not always possible, the purpose of this 

procedure is to provide a formal means of helping and encouraging employees to 

achieve and maintain acceptable standards. 

 

2. The procedure is designed to enable individual cases to be resolved fairly, consistently 

and in a timely manner.  Wherever possible and reasonable, help and encouragement, 

including formal training, will be provided to allow staff to meet standards specified as a 

result of disciplinary action taken against them. 

 

3. This procedure is not contractual, does not form part of any employee’s contract of 

employment and may, after consultation with the recognised trade unions, be amended 

at any time by the College. 

 

4. 
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• given an opportunity to put their case in a fair hearing before any decision is reached. 

 

7. The definition of a manager for the purposes of this procedure is any officer of the 

College, including Service Directors and Heads of Academic Departments, with line 

management responsibility for one or more members of staff. 

 

8. This procedure applies to all full time and part time staff. 

 

9. The procedure does not apply to non-academic employees in their probationary period 

of employment with the College, or extension thereof. 

 

10. This Procedure follows the principles set out in the ACAS Statutory Code of Practice 

‘Disciplinary and Grievance Procedures’ 2009. 

 

11. For academic staff, this procedure constitutes the relevant Regulations in respect of 

disciplinary matters under paragraph 2 of Statute 18 of the College’s Charter and 

Statutes. 
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PART ONE – BASIC PRINCIPLES 
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affected by the presence at work of the employee.  Suspension may also be considered in 

circumstances where the disciplinary investigation is causing distress to the employee. 

 

31. When suspension of an employee is being considered, their line manager will meet the 

employee and explain the reasons for the suspension.  The employee will have an 

opportunity to make observations on the manager’s reasons for suspending him/her.  

The suspension will subsequently be confirmed, in writing, within three working days of 

the meeting.  If the employee is a member, the relevant trade union will also be informed 

as soon as reasonably practicable. 

 

32. During the period of the suspension, the employee will be req
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PART 3 – ACTION AVAILABLE UNDER THE FORMAL PROCEDURE 
 
 
12. AUTHORITY TO DISCIPLINE 

 

46. The four stages of the disciplinary procedure are designed to allow a case to progress 

through the normal management chain.  Action may be initiated at any stage, depending 

on the seriousness of the case. 

 

47. First line managers will have the authority to discipline at stage 1 of the formal 

procedure.  Cases involving disciplinary action at Stages 2, 3 and 4 of the procedure will 

be heard by another senior manager.  In cases where disciplinary action escalates from 

one stage to the next, different managers will take action at each consecutive stage. 

 

48. Where a manager is directly involved in the substance of an allegation, the case will be 

heard by another manager of the same or higher grade, from the same department or 

service if possible. 

 

 
13. STAGES OF DISCIPLINARY ACTION 

 

49. There are four stages of disciplinary action available under the formal procedure:- 

 

• Stage 1 – Oral Warning 

 

• Stage 2 – Written Warning 

 

• Stage 3 – Final Written Warning 

 

• Stage 4 – Dismissal or Summary Dismissal 

 

50. Examples of the kinds of misconduct and poor performance normally regarded as falling 

into each category are set out in Appendix 1, though these are for illustrative purposes 

only and are not intended to be an exhaustive list. 

 
Stage 1 - Oral Warning 

 

51. 
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considered if there is no satisfactory improvement and will advise of the right to appeal 

(see Part 4 below). 

 
Stage 3 -  Final Written Warning 

 

54. This stage applies to acts of misconduct or poor performance so serious that the College 

would wish to dismiss the employee were they to be subsequently repeated.   

 

55. Stage 3 also applies to repetition of an act of misconduct or poor performance for which 

the employee has previously received a written warning under Stage 2.  

 

56. A final written warning will give details of the misconduct/poor performance, the 

improvements required and timescales.  It will then warn that dismissal under Stage 4 of 

the procedure will be considered if there is no satisfactory improvement, and will advise 

of the right to appeal (see Part 4 below). 

 
Stage 4 - Dismissal and Summary Dismissal 

 

57. There are two ways in which employment can be terminated under this procedure, 

dismissal and summary dismissal. 

 
Dismissal 

 

58. If conduct or performance is still unsatisfactory after a warning under Stage 3 of the 

procedure, a further disciplinary hearing will be held.  If it is apparent that the employee 

has failed to meet required standards, dismissal will normally result. 

 

59. The Principal will be advised of the decision to dismiss before it is confirmed in writing 

to the employee. 

 

60. The employee will be provided with a written explanation of the reasons for dismissal, 

and advised of their right of appeal (see Part 4 below). 

 

61. The employee will receive pay in lieu of their contractual notice, and any other 

outstanding monies due to them.  For calculation purposes, the employee’s last day of 

employment will be deemed to have been the date on which the decision to dismiss was 

conveyed to the employee. 

 
Summary Dismissal 

 

62. Summary Dismissal applies to acts of gross misconduct only. 

 

63. Because of the nature of alleged acts of gross misconduct, the employee will normally be 

suspended from work on full pay, whilst their line manager completes an investigation 

(see section 7 above).  

 

64. A disciplinary hearing will then be convened.  If at that hearing, it is found that an act of 

gross misconduct has taken place, a decision to summarily dismiss the employee 

without notice, or pay in lieu of notice, will normally result. 

 

65. The Principal will be advised of the decision to dismiss before it is confirmed in writing 

to the employee. 
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66. 
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deadline will be agreed.  Failure to submit a provisional notification of appeal within the 

five day deadline may result in the appeal being disallowed. 

 

77. An appeal hearing will normally be convened within twenty working days of receipt of 

notification by the Director of Human Resources of 
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18. ROLES AND RESPONSIBILITIES OF THE OTHER PARTICIPANTS 

 
The Appellant 

 

84. Having set out the written grounds of their appeal beforehand, the Appellant must 

concentrate on the issue(s) that the appeal has been called to consider.  They must not 

attempt to present all the facts of the case afresh. 

The Appellant’s Trade Union Representative/Work Colleague 

 

85. If the Appellant is to be accompanied, it must be agreed before hand whether that person 

is to do so as a “representative”, i.e. to speak for them, or as their “companion”, i.e. to 

support them and act as witness to the proceedings (see also, paragraphs 3&4 above) 

 
The Responding Manager 

 

86. Having set out their written response to the Appellant’s case beforehand, the role of the 

responding manager is to summarise why the appellant was disciplined or dismissed, 

explaining why their decision was reasonable, given the circumstances. 

 
The HR Adviser 

 

87. A senior member of Human Resources will advise those hearing the appeal on matters of 

procedure, Employment Law and best practice.  HR will also provide an administrator 

to act as clerk to the hearing and take a record of proceedings. 

 

 
19. CONDUCT OF APPEAL HEARINGS 

 

88. Those hearing the appeal will consider the written submissions of the Appellant and 

Responding Manager, together with any oral statement they might wish to make.  Both 

sides may question each other and call and question witnesses in support of their case.  If 

witnesses are called, they may only remain at the hearing for the period of their evidence 

and questioning.  At the end of the appeal, both sides will be given the opportunity to 

sum up. 

 

89.  The hearing will then be adjourned while the facts of the case are considered and a 

decision made by the manager hearing the appeal.  I
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Stage 3 
Final Written Warning 

Stage 4 
Dismissal or Summary Dismissal 
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