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HR POLICY
Disciplinary and Dismissal Policy
Supporting fair, consistent and legally compliant disciplinary management
	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees


 
This policy template is provided for guidance purposes. It should be reviewed and adapted to reflect the specific circumstances, structure and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
SECTION 01
Policy Statement

[Organisation Name] is committed to maintaining a productive, respectful and professional working environment. This policy sets out the standards of conduct expected of all employees and provides a fair, consistent and transparent process for addressing concerns about conduct or behaviour.
This policy is designed to encourage improvement rather than to act as a punitive measure. It is intended to give employees the opportunity to understand the concerns raised, respond to them and improve their conduct where required. Dismissal will only be considered where the conduct is sufficiently serious, or where previous attempts to address concerns have been unsuccessful.
This policy does not form part of any employee's contract of employment and may be amended from time to time.
SECTION 02
Scope

This policy applies to all employees of [Organisation Name]. It does not apply to self-employed contractors, agency workers or consultants. Separate arrangements may apply during probationary periods.


SECTION 03
Principles

-  Disciplinary action will only be taken following a proper investigation
-  Employees will be informed of the allegation(s) against them and given a full opportunity to respond
-  No disciplinary sanction will be imposed without a formal hearing
-  Employees have the right to be accompanied at all formal disciplinary meetings and hearings
-  The disciplinary process will be conducted promptly and without unnecessary delay
-  The process will be conducted by managers with no prior involvement in the matter where possible
-  Employees have the right to appeal against any formal disciplinary sanction
-  All matters will be treated with strict confidentiality
-  Employees will not be subjected to retaliation for raising concerns, participating in investigations or exercising their rights under this procedure.
-  In appropriate cases, mediation or facilitated discussion may be considered as an alternative to formal disciplinary action
SECTION 04
Misconduct — Examples

The following are examples of misconduct which may result in disciplinary action. This list is not exhaustive:
-  Persistent poor timekeeping or unauthorised absence
-  Failure to follow reasonable management instructions
-  Breach of company policies or procedures
-  Inappropriate behaviour or conduct towards colleagues, clients or third parties
-  Misuse of company equipment, resources or systems
-  Minor dishonesty or breach of trust
-  Where appropriate, performance concerns will normally be managed under the organisation’s performance management or capability procedures rather than the disciplinary process.

SECTION 05
Gross Misconduct — Examples

The following are examples of gross misconduct, which may result in summary dismissal without notice. This list is not exhaustive:
-  Theft, fraud or deliberate falsification of records
-  Physical violence, threatening behaviour or serious harassment
-  Serious breach of health and safety rules
-  Attending work under the influence of alcohol, illegal substances or other substances which impair fitness for work, contrary to organisational rules or safety requirements.
-  Serious insubordination or deliberate refusal to carry out lawful instructions
-  Deliberate damage to company property
-  Serious breach of confidentiality or data protection obligations
-  Bullying, harassment or discrimination
-  Bringing the organisation into serious disrepute
-  Serious misuse of company IT systems, including access to inappropriate or illegal content
-  Serious social media misuse
-  Deliberate data breach
-  Serious conflict of interest
SECTION 06
Informal Resolution

Minor conduct concerns may, where appropriate, be addressed informally through management guidance, coaching or informal discussion without invoking the formal disciplinary procedure.
SECTION 07
Right to Reasonable Adjustments

Reasonable adjustments will be considered throughout the disciplinary process where required, including for employees with disabilities, neurodiverse conditions or other health-related needs.
SECTION 08
Note Taking

A written record will normally be kept of all formal disciplinary meetings and hearings.
SECTION 09
Witness Confidentiality Caution

Employees involved in investigations or hearings are expected to maintain appropriate confidentiality throughout the process.
SECTION 10
Data Protection and Confidentiality

All disciplinary records and information will be processed confidentially and in accordance with data protection legislation.
SECTION 11
The Disciplinary Procedure

▪ Suspension
In cases of alleged serious misconduct, the organisation may suspend an employee on full pay while an investigation is conducted. Suspension is a neutral act and does not imply guilt or predetermine the outcome of the process. Suspension will be kept as brief as possible and will be reviewed regularly.
▪ Investigation
Before any formal disciplinary action is taken, an investigation will be conducted to establish the facts. The investigation will be carried out by a manager not involved in the matter. The investigating manager may interview witnesses, review documents and gather any other relevant evidence. The outcome will be an investigation report setting out the findings and a recommendation as to whether there is a case to answer.


▪ Invitation to Hearing
Where the investigation concludes that there is a case to answer, the employee will be invited to a formal disciplinary hearing. The invitation will be provided in writing with at least 5 working days' notice and will include:
-  Details of the allegation(s)
-  Copies of all evidence to be relied upon
-  Notification of the right to be accompanied
-  Notification of the potential outcomes, including dismissal where relevant
▪ The Disciplinary Hearing
The hearing will be chaired by a manager with no prior involvement in the investigation. The employee will be given a full and fair opportunity to present their case, respond to the allegation(s) and put forward any mitigating factors. The hearing may be adjourned if further investigation is required. Meetings may be conducted remotely where appropriate.
▪ Disciplinary Sanctions
The following sanctions are available, applied at the discretion of the hearing manager depending on the severity of the misconduct and all relevant circumstances:
-  Informal advice or guidance (for very minor matters not warranting formal action)
-  First Written Warning - normally valid for up to 12 months unless organisational policy states otherwise
-  Final Written Warning - normally valid for up to 12 months or longer in exceptional circumstances
-  Dismissal with notice
-  Summary dismissal without notice (gross misconduct only)
The organisation reserves the right to commence disciplinary proceedings at any stage of the procedure, depending on the severity of the alleged misconduct.
Expired warnings will not normally be considered for disciplinary purposes, although the organisation reserves the right to consider the full employment history where relevant and reasonable.
▪ Outcome Letter
The outcome of the disciplinary hearing will be confirmed in writing to the employee within 5 working days of the hearing. The letter will set out the decision, the rationale, the sanction (if any), the duration of any warning and the employee's right of appeal.
SECTION 12
Right to be Accompanied

Employees have the statutory right to be accompanied at all formal disciplinary meetings and hearings by a work colleague or trade union representative of their choice. The companion may make representations and confer with the employee during the meeting but may not answer questions on the employee's behalf. Where the chosen companion is unavailable at the proposed time, an alternative reasonable date may be agreed.
SECTION 13
Right of Appeal

Employees have the right to appeal against any formal disciplinary sanction. Appeals must be submitted in writing within 5 working days of the date of the outcome letter, setting out the grounds of appeal. Appeals will be heard by a more senior manager who has not been involved in the original process. The appeal may review both the decision and the procedure followed. The outcome of the appeal is final.
SECTION 14
Criminal Offences Outside Work

Where an employee is charged with or convicted of a criminal offence outside of work, the organisation will consider the relevance of the offence to their employment. This will be assessed on a case-by-case basis, taking into account the nature of the offence and the employee's role. An employee will not be dismissed solely on the basis of an arrest or charge without conviction.
SECTION 15
Interaction with Other Policies

This policy should be read alongside the organisation's Grievance Policy, Absence Management Policy, Performance Management Policy and Equal Opportunities Policy. Where a matter involves allegations of harassment, bullying or discrimination, specialist HR or legal advice should be sought before proceeding.
SECTION 16
Policy Review

This policy will be reviewed [annually / every two years] or following any significant legislative change or organisational restructure. The policy owner is responsible for ensuring it remains current and fit for purpose.
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