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Disciplinary Procedure Policy 
Updated March 2017  

Policy Statement  

Disciplining staff is not a pleasant activity, but it is important. 

If no steps are taken against willful misconduct, the organization will suffer. An employee 
engaging in misconduct can upset a friendly working environment, encourage good staff to 
leave, cause an injury, or bring the organization into public disrepute. 

The disciplinary policy is an organization’s code of conduct. It sets out what is acceptable 
and unacceptable behavior for employees and who is responsible for carrying out the 
disciplinary procedures. 

The purpose of the policy is to make employees aware of what is acceptable behavior at 
work. It should improve the working atmosphere and in turn enhance the public image of 
the organisation. 

Purpose and scope 

The employer's aim is to encourage improvement in individual conduct. This procedure sets 
out the action, which will be taken when disciplinary rules are breached. 

Principles 

The procedure is designed to establish the facts quickly and to deal consistently with 
disciplinary issues. 

 Before taking formal disciplinary action, the person’s immediate supervisor will make 
every effort to resolve the matter by informal discussions. Only when this fails to bring 
about the desired improvement or the conduct that is warrants immediate disciplinary 
action should the formal disciplinary procedure be implemented.  

 No disciplinary action will be taken until the matter has been fully investigated.  

 At every stage you will have the opportunity to state your case and be represented, if 
you wish, at the hearing by a trade union representative, if appropriate, or by a fellow 
employee.  

 Prior to a disciplinary hearing you will be told in writing the nature of the alleged 
offence, the nature of the evidence of the offence, and the range of possible outcomes, 
and reminded of your right to be represented.  

 You have the right to appeal against any disciplinary penalty other than a verbal 
warning.  

 Where appropriate, a warning may contain a date after which it will be disregarded in 
any further disciplinary hearing.  



 2 

Procedure 

1. Oral Warning  

If despite informal discussions the conduct or performance is unsatisfactory, you will be 
given a formal oral warning by your immediate Manager/Supervisor which will be recorded. 
You will be told: 

 The reason for the warning 

 That this warning is the first stage of the disciplinary procedure 

 That the person who is the subject of the disciplinary action has a right to appeal 

A brief not of the warning will be kept but will lapse after 6 months, subject to satisfactory 
conduct/performance. 

2. Written warning  

If the offence is serious or if there is no improvement in standards, or if a further offence 
occurs, a written warning will be given which will include the reason for the warning and a 
note that, if there is no improvement or a repeat of the offence a final written warning will 
be given. A copy of this first written warning will be kept on file but the warning will lapse 
after 12 months subject to satisfactory conduct/performance 

3. Final written warning  

If the offence is very serious or if conduct or performance is still unsatisfactory, a final 
written warning will be given, making it clear that any recurrence of the offence or other 
serious misconduct will result in dismissal. A copy of the final written warning will be 
normally kept on file and reduce to a written warning after 12 months subject to 
satisfactory conduct/performance. 

4. Dismissal  

If there is no satisfactory improvement, or if further misconduct occurs, the employee will 
be dismissed. 

5. Gross misconduct  

If, after investigation, it is confirmed that you have committed gross misconduct, examples 
being (the list is not exhaustive): theft, damage to company property, fraud, incapacity for 
work due to being under the influence of alcohol or illegal drugs, physical assault and gross 
insubordination, conduct endangering any person or causing serious damage to the 
business or reputation of the company, gross negligence, serious breach of confidentiality, 
breach of professional ethics or good conduct, the usual consequence will be dismissal. 

6. Suspension  
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While the alleged misconduct is being investigated you may be suspended, during which 
time you will be paid the normal salary. Such suspension is not to be regarded as a form of 
disciplinary action and will be for a short time as possible  

7. Appeals  

If you wish to appeal against the disciplinary decision you must notify your employer in 
writing within five working days. The notice must specify the issues you wish to appeal or 
contest. The Trustees will hear the appeal and decide the case as impartially as possible. You 
have the right to bring with you a trade union representative or colleague. 

An informal discussion is appropriate for minor breaches of discipline and ensures that the 
employee understands what is expected of them and that the situation is being 'managed'. 

At this stage the following discussion with the employee could be helpful: 

 Check that the standards of performance or behavior expected of employees has been 
explained  

 Check that they have had sufficient time to understand and learn the tasks involved in their 
job  

 Check that they have adjusted to any change in culture or management style  
 Check that they have had sufficient training for the particular job  
 Check that there is no domestic or personal problem causing high levels of anxiety and 

affecting performance  

Monitoring 

It will be the responsibility of the Rotherham United Youth Department to ensure all aspects of this 

policy are kept under review and are operated throughout the organisation. We will work to this 

policy and will monitor, review and evaluate its effectiveness. 

 


