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Disciplinary Procedure for Staff 
 

1. Scope 
 

 This procedure applies to all members of staff other than “holders of senior 
posts” as defined in the College’s Articles of Government.  The purpose of the 
procedure is: 

 

 to help and encourage employees to achieve and maintain acceptable 
standards of conduct and work performance; and 

 

 to ensure consistent and fair treatment for all in relation to disciplinary action 
taken in response to allegations of unacceptable conduct or performance 

 
 

2. General Principles 
 

2.1 Investigations 
 

 No disciplinary action will be taken against an employee until the College 
has fully investigated the circumstances of the matter complained of.  If 
appropriate, the College may suspend the employee, in accordance with 
Section 7 below, whilst the investigation is carried out. 

 
2.2 Disciplinary Hearings 
 

 If the College decides to hold a disciplinary hearing relating to the matter 
complained of, the employee will be advised of the nature of the 
complaint against him/her at least five working days before such hearing.  
At any disciplinary hearing, the employee will be given an opportunity to 
state his/her case and will have the right to be accompanied by a Trade 
Union representative or a work colleague of his or her choice.  If the 
employee fails, without good reason, to attend a disciplinary hearing 
which the College has instructed him or her to attend, the hearing will take 
place, and a decision will be made in his or her absence. 

 
2.3 Penalty 
 

 No formal disciplinary penalty will be imposed without a disciplinary 
hearing.  Other than in cases of gross misconduct, gross negligence or 
gross incompetence, when the penalty may be dismissal without notice or 
payment in lieu of notice, no employee will be dismissed for a first 
offence.  An employee will have the right to appeal against any 
disciplinary penalty imposed. 

 
 The employee is also entitled to provide in writing a statement of dissent 

and/or explanation as an alternative to an appeal against any form of 
warning. 
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2.4 Stages of the Procedure 
 

 Normally, the procedure will be followed in the order of the stages set out 
in Section 3 below.  However, offences of a serious nature may be 
brought into the procedure at any stage if any earlier stage would not be 
severe enough or appropriate to deal with it.  For example there may be 
occasions when misconduct is considered not to be so serious as to 
justify dismissal, but serious enough to warrant only one written warning 
which will be both the first and final written warning. 

 
 Within this procedure the levels of Management able to take disciplinary 

action and with responsibility for appeals is as follows: 
 

Sanction Disciplinary power: Appeal to: 

Stage 1 Oral warning Line Manager 
(Deputy Head in Curriculum Centres) 

CMT/SMT 

Stage 2 Written warning CMT/SMT Executive Member 

Stage 3 Final written warning SMT Executive Member 

Stage 4 
Dismissal 
Summary Dismissal for gross 
misconduct 

 
Executive Member 
Principal 

 
Principal 
Panel of Governors 

 
 In some circumstances, where a Manager has been closely involved in a 

case before it reaches a disciplinary hearing, it will be appropriate for 
another Manager (which could be from a different Curriculum Centre or 
Service Area) to chair the disciplinary hearing. 

 
The levels above do not preclude an individual hearing a case or an 
appeal at a lower level, provided that that individual did not get involved 
again with the same case at a higher level. 

 
At all stages of this procedure the member of staff is entitled to be accompanied 
or represented by a work colleague or Trade Union representative. 
 
At any stage the member of staff may produce a written note of dissent against 
the allegations for retention on his/her personal file. 
 
 

3. The Procedure 
 

 If the matter is more serious consideration will be made as to whether the matter 
should be dealt with under the Disciplinary Procedures or Procedures for dealing 
with work performance. 

 
 Minor lapses from acceptable standards of conduct or work performance will 

usually be dealt with by the employee’s Manager giving informal oral warnings or 
reprimands, which will not be recorded on the Personnel File relating to the 
employee. 

 
 If the matter is more serious, the following formal procedure will be used: 
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Stage 1 - Oral Warning 
 

 If conduct does not meet acceptable standards, the employee will normally be 
given a formal Oral Warning by the appropriate manager.  The employee will be 
advised in writing of the reason for the warning, that it is the first stage of the 
formal disciplinary procedure and that he or she has a right to appeal against it 
in accordance with Section 5 below.  A brief note of the Oral Warning will be 
placed on the Personnel File relating to the employee.  After six months, the 
warning will be spent and the note thereof will be removed from the Personnel 
File, subject to the employee’s conduct having been satisfactory throughout that 
period. 

 
 Stage 2 - Written Warning 
 

 A Written Warning will be given to the employee if: 
 

a. the employee commits a serious offence of misconduct; 
 
b. the employee fails to comply with a formal oral warning given under 
 Stage 1; or 
 
c. despite having been given, under Stage 1, a formal oral warning as the 

result of misconduct, the employee commits a further offence of 
misconduct. 

 
 This written warning will give details of the complaint against the employee, the 

improvement required and the time limit within which such improvement must be 
achieved.  In the case of misconduct, the warning will state that, if the employee 
commits a further offence of misconduct during the period specified in the 
warning, action under Stage 3 will be considered.  The written warning will also 
advise the employee of the right of appeal in accordance with Section 5 below.  
A copy of the written warning will be placed on the Personnel File relating to the 
employee.  The warning will be spent, and will be removed from the Personnel 
File, after twelve months (although in exceptional cases the period may be 
longer), subject to the employee’s conduct having been satisfactory throughout 
that period. 

 
 Stage 3 - Final Written Warning 
 

 A Final Written Warning will normally be given to the employee if: 
 

a. the employee fails to comply with a first written warning given under 
Stage 2; 

 
b. despite having been given, under Stage 2, a first written warning as the 

result of misconduct, the employee commits a further offence or 
misconduct; or 

 
c. the employee’s misconduct, although not considered to be serious 

enough to justify summary dismissal, is sufficiently serious to warrant only 
one written warning (in effect both the first and final written warning). 

 
 This final written warning will give details of the complaint, the improvement 

required and the time limit within which such improvement must be achieved.  In 
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the case of misconduct, the warning will state that, if the employee commits a 
further offence of misconduct during the time limit specified in the warning, his or 
her employment will be terminated.  The final written warning will also advise the 
employee of the right of appeal in accordance with Section 5 below.  A copy of 
the final written warning will be placed on the Personnel File relating to the 
employee.  The warning will be spent and will be removed from the Personnel 
File, after twelve months (although, in exceptional cases, the period may be 
longer), subject to the employee’s conduct having been satisfactory throughout 
that period. 

 
 

Stage 4 - Dismissal 
 

 A member of the Executive may give notice of dismissal to the employee, if: 
 

a. the employee fails to comply with a final written warning given under 
Stage 3; or 

 

b. despite having been given, under Stage 3, a final written warning as the 
result of misconduct, the employee commits a further offence of 
misconduct; or 

 

c. the College Medical Adviser recommends that the member of staff is no 
longer capable of undertaking his/her duties and is not fit for 
redeployment. 

 
 Prior to being given such notice of dismissal, the employee shall have the right 

to make representations (including oral representation, for which purpose he or 
she may be accompanied by a work colleague or trade union representative) to 
a Member of the Executive or to any person appointed to investigate the matter 
and to make recommendations, as the Corporation may decide.  The notice of 
dismissal will be in writing and will specify the reasons for dismissal, the date on 
which the employment will end and the right of appeal against the dismissal or 
the notice of dismissal in accordance with Section 6 below.  If the employee 
appeals against the notice of dismissal, the dismissal shall not take effect until 
the appeal has been determined. 

 
 
4. Gross Misconduct 
 

 An employee who is accused of gross misconduct, gross negligence or gross 
incompetence may be suspended from work, in accordance with the provisions 
of Section 7 below, whilst the College investigates the alleged offence.   

 
 The Principal may summarily dismiss the employee if, on completion of the 

investigation and a disciplinary hearing in accordance with Section 2(2) above, it 
is established that the employee has been guilty of gross misconduct, gross 
negligence or gross incompetence.  Such dismissal will be without notice or 
payment in lieu of notice and will be confirmed to the employee in writing, 
specifying the reasons for the dismissal and the right of appeal against it in 
accordance with Section 6 below. 

 
 The following are examples of offences which are normally regarded as grounds 

for summarily dismissal: 
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- Theft or unauthorised possession of any property or facilities belonging to 
the College or to any employee or student 

 

- Serious damage deliberately sustained to College property 
 

- Deliberate falsification of College registers, reports, accounts, expense 
claims or self-certification forms 

 

- Bribery or corruption 
 

- Serious negligence/incompetence which causes unacceptable loss, 
damage or injury 

 

- Serious incapacity as a result of being intoxicated by reason of alcohol or 
illegal drugs 

 

- Violent, dangerous or intimidatory conduct 
 

- Violation of the College’s rules and procedures concerning health and 
safety at work 

 

- Sexual, racial or other harassment of another employee or student 
 

- A criminal offence, which may (whether it is committed during or outside 
the employee’s hours of work for the College) adversely affect the 
College’s reputation, the employee’s suitability for the type of work he or 
she is employed by the College to perform, or his or her acceptability to 
other employees or to students 

 
 The above examples are not exhaustive or exclusive and offences of a similar 

nature will be dealt with under this procedure. 
 
 
5. Appeals Against Disciplinary Penalties, Other Than Dismissal 
 

 An employee who wishes to appeal against a formal oral warning, a written 
warning or a final written warning should inform the Director of Human 
Resources within five working days of the date of the decision which forms the 
subject of the appeal.  The appeal will be heard by an appropriate Manager as 
set out in Section 2.4. 

 
 The appropriate Manager will conduct an appeal hearing as soon as possible 

and not later than ten working days after the notice to appeal has been received.  
At the hearing of the appeal, the employee will be given an opportunity to state 
his or her case and will be entitled to be accompanied by a trade union 
representative or a work colleague of his or her choice. 

 
 At the appeal, the disciplinary penalty imposed will be reviewed, but it cannot be 

increased.  The decision of the appropriate Manager will be notified to the 
employee in writing within five working days of the appeal hearing and will be 
final and binding. 
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6. Appeals Against Dismissal or Notice of Dismissal 
 

 An employee who wishes to appeal against dismissal or notice of dismissal 
should inform the Clerk to the Corporation in writing within five working days of 
the date of the decision which forms the subject of the appeal.  If the decision to 
dismiss was taken by a Member of the Executive, then the appeal will be heard 
by the Principal; otherwise the appeal will be heard by a committee established 
by the Corporation, excluding the Principal, the staff members and the student 
member.  The appeal hearing will take place as soon as possible and not later 
than fifteen working days after the notice to appeal has been received by the 
Clerk to the Corporation.  The employee will be given at least five working days 
notice of the date, time and place fixed for the appeal hearing (unless an earlier 
date has been mutually agreed).  At the appeal hearing, the employee will be 
given an opportunity to state his or her case and will be entitled to be 
accompanied by a trade union representative or work colleague of his or her 
choice. 

 
The decision of the Principal or the Corporation’s committee appointed to hear 
the appeal, will be notified or confirmed to the employee in writing within five 
working days of the appeal hearing and will be final and binding. 

 
 In the case of an appeal against a notice of dismissal, the dismissal shall not 

take effect before the appeal has been determined. 
 
 
7. Suspension Pending Disciplinary Hearing 
 
 When the Principal is of the view that an employee has been guilty of gross 

misconduct or that, because of some other good and urgent cause the 
continuing attendance of the employee at the College cannot be permitted, the 
Principal may suspend the employee from duty pending the holding of a formal 
disciplinary hearing. 
 

 If the Principal decides to suspend an employee from duty, he/she shall: 
 
a. confirm the suspension in writing to the employee immediately; and 

 

b. inform the employee in writing of the reasons for the suspension, within 
five working days after receiving any written request from the employee 
for such reasons 
 

 An employee who is suspended from duty shall, throughout the period of the 
suspension, continue to be entitled to his/her full pay. 
 

 An employee who has been suspended may appeal in writing to the Corporation 
against the suspension.  Notice of such an appeal shall be given in writing by the 
employee to the Clerk to the Corporation and the appeal shall be heard as soon 
as practicable by a committee consisting of three members of the Corporation, 
excluding the Principal, the staff members and the student member. 
 

 A suspension against which an appeal by an employee is made shall continue to 
operate pending the determination of the appeal. 
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 Where an appeal against suspension is made by an employee to the 
Corporation, the employee shall be given at least five working days’ notice of the 
date, time and place fixed for the hearing, unless an earlier date has been 
mutually agreed. 
 

 At the hearing of an appeal against suspension, the employee may be 
accompanied by a trade union representative or work colleague of his or her 
choice. 

 
 Following the hearing of an appeal against suspension, the Corporation’s 

committee appointed to hear the appeal may either confirm the suspension or lift 
the suspension.  The decision of the Corporation, and the reasons for the same, 
shall be confirmed by the Clerk to the Corporation in writing to the employee 
within five working days of the hearing of the appeal. 
 
 
 
Agreed by JCC:  24/01/1995 
Amended by JCC:  01/05/2003 
Amended by JCC:  July 2008 

 


