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DISCIPLINE	PROCEDURE		

Purpose	of	the	procedure		

The	Council’s	aim	is	to	encourage	improvement	in	individual	conduct	and	performance.	This	
procedure	sets	out	the	action	which	will	be	taken	when	the	Council’s	rules	are	breached.		

Principles		

If	you	are	subject	to	disciplinary	action:		

• the	 procedure	 is	 designed	 to	 establish	 the	 facts	 quickly	 and	 to	 deal	 fairly	 and	
consistently	with	disciplinary	issues;		

• no	disciplinary	action	will	be	taken	until	the	matter	has	been	fully	investigated;		
• where	possible,	an	 investigator	external	 to	 the	Council	will	be	brought	 in	 to	gather	

evidence,	reports,	etc;		
• at	 every	 stage	 you	 will	 be	 advised	 of	 the	 nature	 of	 the	 complaint,	 be	 given	 the	

opportunity	to	state	your	case,	and	be	represented	or	accompanied	by	a	person	of	
your	choice;		

• if	 it	 is	deemed	appropriate,	an	independent	third	party	or	a	mediator	who	may	not	
be	part	of	the	Council	may	be	called	upon	to	help	to	resolve	the	dispute;		

• you	will	not	be	dismissed	for	a	 first	breach	of	discipline	except	 in	 the	case	of	gross	
misconduct,	when	the	penalty	will	normally	be	dismissal	without	notice	and	without	
pay	in	lieu	of	notice;		

• you	have	a	right	to	appeal	against	any	disciplinary	action	taken	against	you;		
• the	procedure	may	be	implemented	at	any	stage	if	your	alleged	misconduct	warrants	

such	action;		
• if	you	request,	you	have	the	right	to	be	accompanied	at	a	hearing	by	a	co-	worker,	

SLCC	member	or	trade	union	official;		
• any	disciplinary	action	will	be	appropriate	to	the	breach	in	question	and	will	take	into	

account	your	track	record.		

1.	Establish	the	facts		

Where	a	potential	disciplinary	matter	arises,	your	line	manager	or	the	Chairman	of	Council	
as	appropriate	will	establish	the	facts	without	unreasonable	delay.		

In	 misconduct	 cases,	 where	 practicable,	 different	 people	 should	 /	 will	 carry	 out	 the	
investigation	and	disciplinary	hearing.		

Where	it	is	necessary	to	hold	a	meeting	with	you	merely	to	establish	the	facts,	this	is	not	a	
disciplinary	meeting.	Although	this	is	not	a	disciplinary	meeting,	if	you	request,	you	may	be	
accompanied	by	a	co-worker	or	trade	union	official.		

Having	established	the	facts,	your	 line	manager	or	Chairman	of	Council	as	appropriate	will	
decide	 whether	 to	 (i)	 drop	 the	 matter,	 or	 (ii)	 deal	 with	 it	 informally	 (with	 or	 without	
mediation),	or	(iii)	arrange	for	it	to	be	dealt	with	formally	(with	or	without	mediation)	and	in	
accordance	with	internal	written	procedures.		
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2.	Informal	discussions		

Before	 taking	 formal	 disciplinary	 action,	 your	 line	manager	 or	 the	 Chairman	 of	 Council	 as	
appropriate	will	make	every	effort	 to	 resolve	 the	matter	by	 informal	discussions	with	you.	
Only	where	this	fails	to	bring	about	the	desired	improvement	should	the	formal	disciplinary	
procedure	be	implemented.		

3.	Mediation		

If	it	is	deemed	appropriate,	an	independent	third	party	or	a	mediator	who	may	not	be	part	
of	 the	 Council	 may	 be	 called	 upon	 to	 help	 to	 resolve	 the	 dispute	 at	 any	 stage	 in	 the	
procedure.		

4.	Inform	the	employee	of	the	problem		

Having	 established	 the	 facts	 and	 where	 your	 line	 manager	 or	 Chairman	 of	 Council	 as	
appropriate	 is	satisfied	there	 is	a	disciplinary	 issue	to	be	addressed,	you	will	be	notified	of	
this	in	writing.		

There	should	be	sufficient	 information	about	 the	alleged	misconduct	or	poor	performance	
and	its	possible	consequences	to	enable	you	to	prepare	to	answer	the	case	at	a	disciplinary	
meeting.	Normally,	 copies	 of	 any	written	 evidence	which	may	 include	witness	 statements	
will	be	 included	with	the	notification.	The	notification	should	 inform	you	of	the	date,	 time	
and	venue	for	the	hearing	and	of	your	rights	to	be	accompanied.		

5.	Hearing	to	discuss	and	consider	the	allegation		

A	meeting	of	 the	Council	comprising	 three	members	will	be	called	to	discuss	and	consider	
the	allegation.	The	Chairman	of	the	meeting	will	explain	the	complaint	and	go	through	the	
evidence	that	has	gathered.		

Where	witnesses	are	to	be	called,	reasonable	notice	should	be	given.		

You	will	be	able	to	set	out	your	case	and	answer	any	allegations	that	have	been	made,	and	
you	will	have	a	reasonable	opportunity	to	ask	questions,	raise	points	about	any	information	
provided	by	witnesses,	present	evidence,	and	call	relevant	witnesses.		

If	 you	 are	 unable	 to	 attend	 the	 hearing	 due	 to	 ill	 health	 or	 child	 care	 commitments,	 the	
hearing	will	be	rescheduled.	If	you	are	persistently	unable	or	unwilling	to	attend	the	hearing	
without	good	cause,	a	decision	will	be	made	on	the	evidence	available.		

If	you	request,	you	have	the	right	to	be	accompanied	at	the	hearing	by	a	co-worker	or	trade	
union	official.		

6.	Decide	on	the	appropriate	action		

After	 the	 hearing,	 the	 committee	 must	 decide	 if	 disciplinary	 or	 other	 action	 is	 justified,	
decide	 the	 nature	 of	 the	 action	 or	 sanction,	 and	 notify	 you	 in	 writing	 of	 the	 action	 or	
sanction	and	the	reasons.		
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7.	First	warning		

Where	misconduct	is	confirmed	or	you	are	found	to	be	performing	unsatisfactorily	you	will	
be	given	a	written	warning.	Such	warning	will	be	recorded,	but	disregarded	after	six	months	
of	 satisfactory	service.	The	warning	will	be	kept	on	 file	 for	six	months	 then	destroyed	and	
you	will	be	advised	of	the	fact.		

You	 will	 also	 be	 informed	 that	 a	 final	 written	 warning	 may	 be	 considered	 if	 there	 is	 no	
sustained	satisfactory	improvement	or	change.	Where	the	first	breach	is	sufficiently	serious,	
for	example,	because	it	is	having,	or	is	likely	to	have,	serious	harmful	effects	on	the	Council,	
it	may	be	justifiable	to	move	directly	to	a	final	written	warning.		

8.	Final	written	warning		

If	the	breach	is	serious,	or	there	is	no	improvement	in	standards,	or	if	a	further	breach	of	a	
similar	kind	occurs,	a	final	written	warning	will	be	given	which	will	include	the	reason	for	the	
warning	and	a	note	 that	 if	no	 improvement	 results	within	 three	months,	action	as	set	out	
below	will	be	taken.		

9.	Dismissal	or	actions	short	of	dismissal		

You	may	suffer	demotion,	disciplinary	transfer,	loss	of	seniority	(as	allowed	in	the	contract)	
or	dismissal.	Except	 in	 cases	of	gross	misconduct	you	should	 receive	notice	or	payment	 in	
lieu.		

Gross	misconduct		

If,	after	 investigation,	 it	 is	confirmed	that	you	have	committed	an	offence	of	 the	following	
nature	(the	list	is	not	exhaustive),	the	normal	consequence	will	be	dismissal	without	notice	
or	payment	 in	 lieu	of	notice:	 theft,	damage	 to	property,	 fraud,	 incapacity	 for	work	due	 to	
being	 under	 the	 influence	 of	 alcohol	 or	 illegal	 drugs,	 physical	 violence,	 bullying	 and	 gross	
insubordination.		

While	 the	 alleged	 gross	misconduct	 is	 being	 investigated,	 you	may	 be	 suspended,	 during	
which	time	you	will	be	paid	your	normal	pay	rate.	Any	decision	to	dismiss	will	be	taken	only	
after	full	investigation.		

10.	Right	of	appeal		

If	 you	 feel	 that	 the	 disciplinary	 decision	 is	 wrong	 or	 unjust,	 you	 can	 appeal	 against	 the	
decision.	Your	appeal	must	be	made	in	writing	to	the	Chairman	of	the	Committee	that	made	
the	 decision	within	 five	working	 days	 of	 receiving	 the	 decision	 and	 you	must	 set	 out	 the	
grounds	for	appeal.		

Your	appeal	 should	be	heard	without	 reasonable	delay	and	will	 be	heard	by	a	Committee	
comprising	three	members	who	have	not	previously	been	involved	in	the	case.		

If	you	request,	you	have	the	right	to	be	accompanied	at	the	appeal	hearing	by	a	co-	worker	
or	trade	union	official.		
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You	will	be	notified	of	the	outcome	of	the	appeal	hearing	as	soon	as	possible.		

Confidentiality		

It	is	a	requirement	that	all	paperwork	associated	with	the	matter	of	a	disciplinary	hearing	is	
kept	under	 the	Confidential	 Information	classes	of	both	 the	Data	Protection	Act	1998	and	
the	Freedom	Of	Information	Act	2000.  
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GRIEVANCE PROCEDURE  

Purpose of the procedures  

The Council’s aim is to ensure that employees with a grievance relating to their 
employment can use a procedure which can help to resolve grievances as quickly 
and as fairly as possible.  

1. Informal discussion  

If you have a grievance about your employment you should discuss it informally with 
your line manager or the Chairman of Council as appropriate. We hope that the 
majority of concerns will be resolved at this stage.  

2. Mediation  

If it is deemed appropriate, an independent third party or a mediator who may not be 
part of the Council may be called upon to help to resolve the dispute at any stage in 
the procedure.  

3. Inform the Council of your grievance in writing  

If you feel that the matter has not been resolved through informal discussions, or 
mediation, you should inform the Council of your grievance in writing.  

4. A hearing to discuss and consider the allegation  

You will be invited to a meeting of the Council comprising three members called 
without unreasonable delay to discuss and consider the grievance.  

You will have the opportunity to explain your grievance and how you think it should 
be resolved.  

The meeting may be adjourned for any investigation that may be necessary.  

If you are unable to attend the meeting due to ill health or child care commitments, 
the hearing will be rescheduled.  

If you request, you have the right to be accompanied at hearing by a co-worker or 
trade union official.  

5. Decide on appropriate action  

Following the hearing, the Committee will decide on what action if any to take. You 
will be notified without unreasonable delay in writing of the decision and, where 
appropriate, what action the Ccommittee intends to take to resolve the grievance.  

6. Right of appeal  

If you feel that your grievance has not been satisfactorily resolved, you can appeal 
against the decision. Your appeal must be made in writing to the Chairman of the 
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Committee that made the decision within five working days of receiving the decision 
and you must set out the grounds for appeal.  

Your appeal should be heard without reasonable delay and will be heard by a a 
Committee of the Council comprising three members who have not previously been 
involved in the case.  

If you request, you have the right to be accompanied at the appeal hearing by a co- 
worker or trade union official.  

You will be notified of the outcome of the appeal hearing as soon as possible.  

Confidentiality  

It is a requirement that all paperwork associated with the matter of a grievance 
hearing is kept under the Confidential Information classes of both the Data Protection 
Act 1998 and the Freedom Of Information Act 2000.  

	


