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1  PREAMBLE 

 
 
Introduction 
 
The procedure applies to all employees who are employed by Cheylesmore Community Association Ltd. 
 
 
Objectives 
 
The disciplinary procedure is to ensure clarity in the relationship between Cheylesmore Community 
Association Ltd as the employer and all employees: 
 
(i) Assist employees whose conduct is in question by ensuring that they become aware of the expected 

standard of behaviour and the clear consequences if they do not reach or abide by those standards. 
 
(ii) Seek to protect the interests of employees as a whole by maintaining disciplinary standards. 
 
(iii) Provide an appropriate range of responses to cope with the various disciplinary offences which occur. 
 
(iv) Be a general framework which is flexible enough to deal with individual cases in the light of particular 

circumstances. 
 
Basic Principles 
 
(i) The Directors have important roles to play in the disciplinary process and they should be fully aware 
             of their responsibilities for dealing with disciplinary problems when they first arise. 
 
(ii) All employers who have authority to suspend or discipline employees need to be aware of the 
             acceptable standards of conduct and performance, and any agreed changes in these standards, this 
             disciplinary procedure and its appropriate use within Cheylesmore Community Association Ltd. 
 

Any dismissal of employees’ must be untaken by the chair of the directors with a final decision taken 
by the Director of the  Community Association to ensure that procedures are well known, understood 
and used in a fair and proper manner. 

 
(iii) A disciplinary hearing to allow the employee to be represented and to state his case will always 

precede a decision to give a written warning to or take disciplinary action against an employee. 
 
(iv) Before invoking the formal procedure managers should make every attempt to resolve disciplinary 

matters on an informal basis by counselling and if necessary informal verbal warnings. 
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(v) Suspension 
 

Within the disciplinary procedure suspension should only be used where the circumstances are such 
that it is likely that disciplinary action (e.g. dismissal or demotion) will be the final outcome. Normally 
this will be in cases of alleged gross misconduct by an employee. 

 
Periods of suspension should be as short as possible, in normal circumstances not exceeding five 
working days before the disciplinary hearing is convened.  Directors must give notice of any 
dicsiplinary hearing in writing at least 24 hours in advance. 

 
Employees suspended in these circumstances are to receive current average earnings (i.e. basic pay 
plus contractual overtime, shift pay bonus etc. but excluding other payments such as casual overtime). 

 
N.B. An employee will not be regarded as on suspension if he refuses to or is incapable of 
undertaking his normal duties. 

 
2 THE DISCIPLINARY PROCEDURE 
 
(a) Formal Warnings 
 
(i) In cases of poor conduct/poor performance where the informal 

stages of the procedure have failed the first stage in the formal 
procedure is likely to be a FORMAL VERBAL WARNING. A 
note that a verbal warning has been given will be placed on the 
individual's disciplinary file: 

 
(ii) WRITTEN WARNINGS will only be issued after a disciplinary 

hearing has been held. 
 
(iii) FINAL WRITTEN WARNINGS may be- issued for the following reasons:- 
 

(a) Repetition of the same or similar acts of indiscipline 
following the issue of a written warning(s). 

 
(b) A pattern of indiscipline exists when previous written 

warnings for various offences have failed to achieve 
improvement. 

 
(c) Where there has been no previous written warning but 

the employee has committed a serious disciplinary 
offence. 

 
(d) In exceptional circumstances where the final warning is 

in substitution for dismissal or other disciplinary action. 
 

All warnings will carry a time limit. 
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 (b) Dismissal and Other Disciplinary Action 
 
Dismissal can occur in one of two ways:- 
 
(i) Further commission of indiscipline following a final written warning will normally results in 

dismissal. 
 
(ii) An act of gross misconduct will normally lead to instant dismissal. 
 

There may, be cases where alternative forms of action such as disciplinary transfer or demotion are 
more appropriate than dismissal and these should be considered at this stage. The employee should be 
informed of the outcome of the hearing in writing and of his rights of appeal. 

 
(c) The Right of Appeal 
 

An employee may appeal against a formal warning to the Community Association Ltd whose decision 
shall be final. The grounds on which the appeal is based must be clearly stated. 
 
Where the employee has been informed of disciplinary action, other than a warning, (e.g. demotion or 
suspension or dismissal) there is a right of appeal to the Community Association Management 
Commitee. The employee should do so as soon as possible in any event within 20 working days stating 
clearly the grounds of appeal. 

 
(d) Disciplinary Rules 
 

It is not practical or necessary to list all offences which are likely to result in disciplinary action. The 
following are examples of types of levels of misconduct/poor performance to be used only as a guide 
and not as an exhaustive list:- 
 
Poor Conduct/Performance - Bad timekeeping; poor attendance; unauthorised absence from place of 
work. 
 
Serious Misconduct - Serious neglect of work; objectionable/ insulting behaviour; wilful neglect of 
laid down/accepted safety precautions. 
 
Gross Misconduct - Serious abuse/misuse of Community Association Ltd equipment; theft; 
falsification of time-sheets etc., false claim for sickness scheme payments and other fraudulent 
activity; fighting at work; major breach of safety rules, e.g. permit to work procedures. 
 

 
Note on Gross Misconduct- Where an employee's alleged misconduct is considered to be so serious that it 
would not be proper to allow him to remain at work he should be immediately suspended. The disciplinary 
hearing which follows should be undertaken by the directors of the  Committee Association who have the 
authority to dismiss. An employee found guilty of gross misconduct will be summarily dismissed with no right 
to notice pay. The decision should be confirmed in writing informing the individual of the right of appeal. 
Where allegations of gross misconduct are proven to be unfounded the employee will be reinstated 
immediately and any reference to disciplinary action removed from the disciplinary record. 
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3. GUIDANCE ON RELATED MATTERS 
 
(a) Conduct of Disciplinary Hearings 
 

(i) An employee may request to bring along a note-taker on their behalf.  This person can be a 
union representative or a fellow employee.  Please note that to ensure good professionalism, 
the fellow employee must be employed directly by the Association.  It is not acceptable to 
request that an employee from one of the Centre’s user groups attend the meeting.  Please also 
note that the note taker is not permitted to speak on behalf of the employee during the 
dicsiplinary meeting, however, the employee is entitled to as many breaks as they wish and 
may use this break time to seek advice from the person accompanying them. 

 
(ii) The employee should be given full details of the alleged offence(s), 

and their seriousness, full opportunity to reply, question witnesses called by management and 
call witnesses himself.  However, any request for a witness to be called must be submitted in 
writing before the meeting.  Witnesses should be present only at the times that they are 
required to give statement and not for the whole meeting.  

 
(iii) Any factual statement referred to at the hearing should be made available to the employee and 

his representative if this is practicable and appropriate to the procedures.  Any evidence should 
be presented to the employee 24 hours in advance of the meeting. 

 
(iv) During the hearing adjournments of reasonable length shall be allowed so that the employee 

can consider the evidence against him. 
 

(v) The Community Association’s Management conducting the hearing must reach a decision on  
the basis of the evidence available at the 
hearing and in the light of any disciplinary history. However, care 
should be taken that irrelevant factors are not allowed to influence any 
decision. 

 
(vi) The decision and action should be recorded in a letter and sent to 

the employee's home address or handed to him personally with a 
copy for his representative. 

 
(b) The Written Warning 
 

The letter of warning following the formal disciplinary hearing should. contain the following:- 
 

• Details of the offences 
• Summary of the employee's reply 
• The decision of the officer conducting the hearing 
• The type of warning given and time limit 
• The area where improvement in conduct or performance is required 
• The general standard to be achieved and maintained 
• The details of any rights of appeal 
• The consequences of any further breaches of discipline. 
• Normally the letter of warning will be sent to the employee within a period of 5 days 

following the disciplinary hearing. 
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