Disciplinary Procedure

Discipline and Grievance
Flowcharts

Flowchart 1 - Informal Action

Minor infringement of rules /
standards

\ 4

Designated manager provides
employee with counselling /
management guidance and
instruction, training

A 4

Designated manager confirms

action in writing and sends to
HR for file

A 4

Designated manager explains
what improvement is required in
standards / review period

\ 4

If issue is more serious,
adjourn and seek HR
advice

Improvement

Yes No

Notify employee to

maintain standards Designated Manager must consider

whether to refer to Formal Action

under the Disciplinary Procedure

v (seek HR advice and refer to
Flowchart 2)

Send to HR to place
on file




Disciplinary Procedure

Flowchart 2 - Formal Action Minor Misconduct & Verbal Warning
Procedure

Designated manager
arranges interview with
employee

Employee has right to be
accompanied by TU or
work colleague

A 4

See Disciplinary
Procedure Appendix 1
on conducting meeting

\_{_’

If outcome is to issue verbal warning,

NB If manager

becomes designated manager informs employee
aware of this is Stage 1 of Disciplinary Procedure,
alleged or improvements required and time periods
suspected

serious

l

Designated manager informs employee of right
to appeal against decision to named appeal
manager within 5 working days of verbal
warning

misconduct,
report to HR
Services Case
Manager (see
Flowchart 3)

A 4

Designated manager retains note of warning;
issues copy to employee and sends to HR for
file copy

/\

If misconduct
persists, consult HR
for advice

Warning lapses after 6
months, subject to
satisfactory conduct
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Flowchart 3 - Gross / Serious Misconduct and Suspension

Gross or serious misconduct
issue arises

A 4
Designated manager

discusses with HR
Services Case Manager

Y
If any doubts, consult

with Head of HR S
Services

A 4
If allegation(s)

Contact

Director — involve financial
Finance and irregularity or fraud
Head if guiarity

Internal
Audit

A 4
Service Head considers suspension from post or

transfer to other duties or workplace with HR
Director or HR Services Case Manager

Decision
to

Service Head
appoints
Investigation
Officer (see
Flowchart 4)

suspend N

Yes

Designated manager to conduct
suspension meeting

v

Designated manager
conducts meeting

A 4
Designated Manager
confirms decision in writing
to employee in 2 working
da;l/s

v

Designated Manager reviews
suspension after each 20 working
days / confirms decision to
employee in writing
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Flowchart 4 - Disciplinary Investigation

HR
Services

HR Services appoints Case
Investigation Officer within 5 Manager
days of referral appointed to

assist 10

A 4

IO contacts / writes to
employee and witnesses

Ensure link
with Finance
or Audit team
if appropriate

v
IO holds investigation

meetings / obtains
statements

A\ 4
10 retains records of

meetings / seeks
interviewee agreement

v
IO normally completes

investigation in 20 working
days

A\ 4
10 discusses outcome of

investigation with HR
Services Case Manager

A 4
IO draws up report and submits to
Designated Manager within 10
working days

HR Services Case
Manager to advise
Hearing Officer (follow
Disciplinary Hearing
flowchart)

Designated
Manager decides

if disciplinary case
to answer

HR Services Case
Manager ensures all
4 N0 records are
removed from HR
file

Yes

Designated Manager liaises with HR Services Case Manager
and notifies employee of decision in writing within 5 workings
days of receiving report
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Flowchart 5 - Arranging a Disciplinary Hearing

Designated Manager arranges Disciplinary
Hearing in 10 working days from notifying
employee of decision to proceed

A 4
Designated Manager drafts

AallnAatinne

Designated Manager notifies
employee to attend Disciplinary
Hearing

Designated Manager conducts
Disciplinary Hearing

A

A 4
Non-attendance

A 4

Hearing Officer considers
reason

Hearing Officer
decides whether
to adjourn or

proceed

NB If representative unavailable, arrange alternative date within 5 working days; or if
employee unable to attend due to sickness, ensure medical certificate is submitted,
consider referring to Capita Occupational Health advisers to seek medical opinion on
likely return to work date and fitness to attend a hearing; then rearrange date pending
medical information
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Flowchart 6 - Disciplinary Hearing Procedure

The Hearing Officer
referred to in this

Hearing Officer opens
hearing

A 4

flowchart is the
Designated Officer

Hearing Officer introduces parties
present, explains purpose, seek
names of any witnesses

A\ 4

Hearing Officer asks employee if
s/he admits or denies allegations

-

Hearing Officer asks
employee to present
mitigation

\ 4

Admits Denies

IR

Hearing Officer goes through 1O report

A 4

Hearing Officer asks any relevant
questions of employee

Hearing Officer invites employee /
representative to respond to 10
report

!

Hearing Officer sums up

Hearing Officer invites employee /
representative to present case

v

v

Hearing Officer adjourns hearing
for deliberation

Hearing Officer asks questions on
employee case

!

Hearing Officer confirms decision in
writing within 5 working days of
hearing




7

Employee submits
written request for
extension in the 10 day
time limit

Flowchart 7 - Appeals Procedure

Employee registers appeal to Appeal
Manager within 5 working days of receipt
of disciplinary outcome letter

A 4

Employee submits full grounds for appeal
statement to Appeal Manager, within 10

A 4

Appeal Manager
considers reason for
reqguest i.e. hearing
notes not available to
employee, pre-planned
holiday or severeill
health

y

If extension granted,
appeal must be received
within the period granted
by the Appeal Manager

working days of receipt of disciplinary outcome
letter

Appeal Manager
acknowledges
receipt of appeal in
writing to employee
and notifies/copies
correspondence to
HR and Disciplinary
Hearing Officer

Appeal Manager sets Appeal
Hearing date within 20 working P

A 4

days from receipt of appeal
statement

A 4

HR Services liaise with Hearing Officer
to prepare statement within 10 working
days of receiving employee’s appeal
statement

y

Employee (and if appropriate)
representative provided with at least 5
days notice of Appeal Hearing

\ 4

If further information is required

from either/both parties, must be

submitted 2 days before Appeal
Hearing date

Appeal Hearing held

y
Appeal Hearing Officer confirms
decision to employee in writing within 5
working days
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