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Policy / Procedure Title:  Disciplinary Procedure 
 
Owner of Policy:  Cre8tiveplay @ Sharen Jane’s Ltd
 
First Point of Contact:  Managers 
 
 
SCOPE 
 
The policy applies to all Cre8tiveplay @ Sharen Jane’s Ltd employees, whether permanent or temporary.
 
PURPOSE OF THE POLICY 
 
The primary purpose of this disciplinary procedure is to assist and encourage employees to achieve and maintain acceptable standards of conduct.  This procedure also ensures the fair and consistent treatment of all employees liable to disciplinary action.   
 
RESPONSIBILITIES 
 
The responsibility for discipline and the application of this procedure is with Senior Management and the owner.  The main focus is to try and settle disciplinary matters wherever possible at an informal level, however, there are subsequent formal levels if required.  Senior Management will:
1. provide information and support  
2. ensure that standards are applied consistently

Trade Unions also have a role in disciplinary situations to ensure that employees are fairly represented.  All parties involved have a responsibility in ensuring that the procedure is followed and adhered to.   
 
PRINCIPLES 
 
1. All disciplinary interventions will be dealt with fairly and consistently.
2. In all disciplinary situations and at all levels of this procedure, it is the company’s intention to deal with disciplinary matters as speedily as is practicably possible. 
3. No formal disciplinary action will be taken until the relevant facts have been considered. 
4. Decisions concerning the outcomes of Disciplinary Investigations or Hearing will not be pre-empted. 
 
 

 
REASONS FOR INITIATING THE PROCEDURE 
 
There may be a number of reasons for a Manager to instigate an investigation which may lead to disciplinary action. The company considers that it is our duty to conduct an investigation into any quality or safety issues.  The outcome of an investigation may or may not be disciplinary action.  Other outcomes of an investigation may be process changes and/or training recommendations for relevant parties.  In addition to the points raised with the Gross Misconduct (p4) section of this document, the following conduct may also lead to the initiation of the disciplinary procedure (this list is not exhaustive): 
 
1. Breach of Health and Safety regulations 
2. Incorrect completion or omission of details on paperwork
 3. Timekeeping 
4. Absence 
5. Misuse of organisation’s facilities
 6. Attitude 
7. Capability 
8. Conduct 
9. Bullying and harassment 
10. Inappropriate or unauthorised references to the Company and/or slanderous comments made in electronic form e.g. internet, social networking sites and all forms of media 
11 Breach of Confidence or Trust
 
BULLYING AND HARASSMENT 
 
Bullying and harassment can be defined as offensive, intimidating, malicious or insulting behaviour and/or an abuse of power which undermines, humiliates or injures the person at the receiving end. 
 
CONDUCT OUTSIDE OF WORK 
 
The company understands the importance of work life balance and hope that all employees are able to maintain this. 
 
In cases of inappropriate conduct affecting the company outside of work time and away from work premises, the company may wish to investigate such behaviour applying the disciplinary procedure.  This includes when an employee is attending a work function, such as a Christmas party, or representing the Company, such as attending a training course or off-site residential meeting. 
 
Employees must also be aware that the use of social networking sites involving any inappropriate or unauthorised reference to the Company or colleagues if brought to the attention of the Company may lead to disciplinary action up to and including summary dismissal in serious cases. 
 
The company will also consider applying the disciplinary procedure if an employee is acting in an appropriate manner, whether criminal or otherwise, which indicates their unsuitability for continued employment with the organisation. 
 
 
 
 
 
PROCEDURE 
 
INFORMAL STAGE 
 
In most cases an informal investigation will take place and the Manager will try to settle any disputes through an informal behavioural conversation. This will take the form of a discussion between the employee and the Manager. The aim of this discussion is to highlight any issues, discuss methods of improvement or preventative measures that can be taken and encourage improved future performance within agreed timescales. The Manager will issue a copy of any notes made to the individual and the owner, however no formal action has been taken and therefore no notes will be placed on the individual’s disciplinary record. 
 
DISCIPLINARY INVESTIGATION 
 
Where a matter is deemed more serious a Disciplinary Investigation will take place. The purpose of a disciplinary investigation is to gather the facts around the incident/behaviour and establish whether a disciplinary hearing is required. In the event of a Disciplinary Investigation being arranged the following will occur: 
 
1. Where possible the employee will be advised of the Disciplinary Investigation in writing and will be given a minimum of 24 hours’ notice. The letter will state the date, time and reasons for the investigation. Where this is not possible a meeting can be held without written notice of a meeting and may be given less than 24 hours’ notice. 
2. Employees do not have the right to representation at a disciplinary investigation.  However if the employee requests representation and arrangement of this does not cause a delay to the process, representation may be permitted by the investigating Manager as long as prior notice is given.
3. The Disciplinary Investigation will be conducted by the Manager. Usually a note taker will also be present. This will in most cases be a Senior Colleague or peer. Any notes taken will be made available on request (these notes remain the property of Cre8tiveplay @ Sharen Jane’s Ltd, Ashford and are not verbatim). 
4. At the Disciplinary Investigation the employee will have an opportunity to state their case and ask any questions regarding the matter under investigation and/or the process. The employee can request an adjournment at any time during the Disciplinary Investigation. 
5. Once all points have been raised an adjournment (a halt in proceedings) will be called. The Manager will, at this stage, decide on the outcome of the Disciplinary Investigation.
 6. The outcome of the Disciplinary Investigation will be either:
 a. the Disciplinary Hearing is required  or
 b. that there is no further cause to pursue any disciplinary action and the matter is closed. If this is the case the employee will receive confirmation in writing. 
 
DISCIPLINARY HEARING 
 
The purpose of a disciplinary hearing is to gather any further information following from the investigation and allow the individual to state their case, a decision will then be made regarding the outcome of the disciplinary. In the event of a Disciplinary Hearing being arranged the following will occur: 
 
1. The employee will be advised of the Disciplinary Hearing in writing and will be given a minimum of 24 hours’ notice. The letter will state the date, time and reasons for the hearing.  It will also state that the outcome of the hearing may be formal disciplinary action or dismissal (where appropriate). 
2. The employee will have the right to be accompanied at the Disciplinary Hearing. They can be accompanied by a Trade Union Representative or a work place colleague. The employee may choose to consult privately with their chosen representative prior to the Disciplinary Hearing and are entitled to do so. If the employee would like to be accompanied and their chosen representative is unavailable on the proposed date then every effort will be made to rearrange for a more suitable time. This must be within five working days of the original proposed date.  
3. The Disciplinary Hearing will be conducted by the Manager. There will also be a member of the senior management team present to take notes. Following the Disciplinary Hearing the notes will be made available on request (these notes remain the property of Cre8tiveplay @ Sharen Jane’s Ltd and are not verbatim). 4. At the Disciplinary Hearing the employee will have an opportunity to state their case and ask any questions regarding the matter under investigation and/or the process. The employee can request an adjournment at any time during the Disciplinary Hearing in order to consult with their chosen representative. 
5. Once all points have been raised, a decision will be made once all evidence has been thoroughly reviewed and discussed and the decision will be given by email within 24 hours after the hearing.
6. The outcome of the Disciplinary Hearing will be one of the following: 
 
i. No formal disciplinary action is taken as a result of review of the facts at the investigation and hearing.  
ii	 Behavioural Conversation (see above)
ii.  iii. Verbal Warning (remains active on the employee’s disciplinary record for a period of 12 months).  
iii.  First Written Warning (remains active on the employee’s disciplinary record for a period of 12 months) 
iv.  Recommendation that a Final Written Warning be issued or that the issue is so serious that dismissal is warranted, the  Manager will refer the matter to the owner. Then a further Disciplinary Hearing will be held by the owner. The owner will be able to issue the outcome of Final Written Warning or Dismissal. 
 
7. At the hearing we will review the case and inform the employee of the outcome.
8. Employees have the right of appeal (see below).  
9. The decision and reasons for the decision will be confirmed in writing.  
 
10. If improvement is not made and/or a similar incident occurs following disciplinary action then an employee may be subject to further disciplinary action and a higher level of warning may be issued. 
 
APPEAL 
 
The employee may appeal the disciplinary action.  This will be made in writing, clearly stating the reason for the appeal and any new evidence the employee thinks should be taken into consideration. This should be addressed to the Manager who conducted the hearing and awarded the disciplinary action (in most cases), and must be received within 5 working days of the hearing.  The appeal meeting will not result in another hearing and is not a re-hearing. An appeal cannot be justified on the grounds that the employee is not happy with the outcome and feels that the decision was unfair. Any appeal will be responded to within 10 working days of receipt. The decision made at the appeal meeting is final.   
 
PREVIOUS DISCIPLINARY WARNINGS 
 
Where an individual has previously been issued a formal Disciplinary warning and further action is taken for an offence which is of a different nature, the Owner is consulted and a decision is made concerning whether the warnings will have a cumulative effect.  
 

The Owner can also decide to extend the period a warning remains on an individual’s file if a further disciplinary warning is issued (again these warnings may have been issued for offences of a different nature). 
 
The Owner will write to the employee confirming the resulting disciplinary outcome explaining the cumulative effect of the relevant warnings. Each incident will be considered on its own merits. 
 
WITNESS STATEMENTS 
 
Witness statements may be taken from any party, these should be signed and dated and would be made available during the disciplinary process. 

 
SUSPENSION 
 

Suspension may be used in order to protect both the employee and the Company’s best interests. An employee is likely to be suspended while an investigation is being carried out if the offence is potential gross misconduct, however the investigation does not necessarily have to relate to gross misconduct for an individual to be suspended. Suspension is not an implication of guilt but may be used to remove employees from a situation while investigations are carried out.  Senior Management and the owner have the authority to suspend employees. Any period during which an employee is suspended will be paid.  
 
Employees will be informed that they are suspended as soon as possible. The Company will endeavour to ensure that any period of suspension will be kept to a minimum. Employees may be asked to attend a disciplinary investigation and or hearing at a later date, during which, disciplinary action may be taken against them. Employees may remain suspended throughout the disciplinary process if deemed necessary. 
 
GROSS MISCONDUCT 
 
If, after investigation, it is confirmed that an employee has committed any of the offences listed below (this list is not exhaustive) the normal consequence will be dismissal without notice or payment in lieu of notice: 
 
1. A serious breach of Health & Safety rules
2. A serious breach of Quality standards 
3. Theft, fraud or deliberate falsification of records
 4. Physical violence, bullying or threatening behavior
 5. Unlawful discrimination or harassment 
6. Deliberate damage to Company property 
7. Possession of alcohol or illegal drugs on the premises
 8. Being under the influence of alcohol or illegal drugs 
9. Negligence, which causes unacceptable loss, damage or injury 
10. Failure to carry out proper and reasonable instructions 
11. Serious insubordination 
12. Smoking in a prohibited area 
13. Misuse of Company personal computers 
14. Serious misuse of the Company’s property or name 
15. A serious breach of confidence or trust
16 Gross negligence relating to lack of care
17 Falsification of paperwork
18 Acts that may jeopardise the Companies Ofsted registration
19 Safeguarding breaches

 
 
 

POLICY SIGNATORY PAGE 
 
This policy will apply and be implemented with effect from (date)  
 
________________________________________ and will not be retrospective. 
 
___________________________________________________________________ 
 

 
 
 
 
Signed: ……………………………………………………… Date: …………………
Sharen Galvin - Owner 
 
 
 
 
Signed: ……………………………………………………… Date: …………………  

Managers
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