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Disciplinary Policy

This procedure is designed to help and encourage all council employees to achieve and
maintain high standards of conduct whilst at work or representing the council. The aim is to
ensure consistent and fair treatment for all. This procedure is prepared in accordance with the
dismissal and dispute resolution procedures as set out in the Employment Act 2008 and the
ACAS Code of Practice APR 2009

1.0 Principles
1.1 No disciplinary action will be taken against an employee until the case has been fully
investigated

1.2 At every stage in the procedure the employee will be advised of the nature of the
complaint against him or her and will be given the opportunity to state his or her case before any
decision is made.

1.3 At all formal stages the employee will have the right to be accompanied by a trade union
representative or work colleague during the disciplinary interview.

1.4 No employee will be dismissed for a first breach of discipline except in the case of gross
misconduct when the penalty of dismissal without notice or payment in lieu of notice may be
applied.

1.5 An employee will have the right to appeal against any disciplinary penalty imposed.
The procedure may be implemented at any stage if the employee’s alleged misconduct warrants
such action.

2.0 The procedure for misconduct and gross misconduct
2.1 The following list provides examples of misconduct which will normally give rise to
formal disciplinary action:
» Unauthorised absence from work
e Persistent short-term and/or frequent absences from work without a medical reason
e Lateness for work or poor time keeping
e Inappropriate standard of dress
e Minor breaches of Health and Safety or other parish council rules or procedures
e Failure to perform your job to the standard expected or in line with your job
description/objectives
e Time wasting
e Disruptive behaviour
e Misuse of the council’s facilities (e.g. telephones, computers, email or the internet)
e Refusal to carry out reasonable requests or instructions
e Failure to follow an agreed council Procedure

This list is not exhaustive and offences of a similar nature will result in disciplinary action being
instigated N.B. persistent or frequent absence on medical grounds and long term sickness
absence will be dealt with using a procedure for Incapacity, which is described in the Absence
Policy.



