DISCIPLINARY PROCEDURE

The practice does not intend to impose unreasonable rules of conduct on its employees, but certain standards of behaviour are necessary to maintain order and discipline in the interests of employees and the practice.  We prefer that discipline is voluntary and self-imposed and in the great majority of cases this is how it works.  From time to time, however, it may be necessary to take action towards individuals whose behaviour or performance is unacceptable.

Minor faults will usually be dealt with informally.  

Employees who have been continuously employed for less than one year will be entitled to at least one disciplinary meeting and one opportunity to improve. However, if after the first disciplinary meeting, they fail to improve, or the first incidence of misconduct amounts to gross misconduct, they will be dismissed following a disciplinary meeting.  The employer will set out in writing the reasons for their dismissal.

For employees who have been continuously employed for one year or more, in cases where informal discussion does not lead to improvement, or where the matter is more serious, such as unjustified absences, poor time keeping or sub-standard performance, the following procedure will be used:

At every stage, the employee with one or more years’ service will be entitled to:

· a formal hearing, convened by the employer before any warning is issued

· receive a letter giving adequate notice of the hearing, including the date and time and the allegations of misconduct.  The letter will include copies of relevant evidence such as witness statements 

· be accompanied at a disciplinary interview by a fellow employee of their choice or a trade union representative

· be given the chance to state their case.

Stage 1
If it is decided that the evidence supports the allegation of misconduct, the employee will be given a formal ORAL WARNING and will be advised in writing of the reason for the warning and that it is the first stage of the disciplinary procedure.  A note of the oral warning will be recorded on the employee's personal record but will be nullified after six months subject to satisfactory conduct and only if there are no further instances of disciplinary action for whatever reason.

Stage 2
If conduct or work performance does not improve or there is a repetition of the misconduct, a FIRST WRITTEN WARNING may be given.  This will give details of the complaint and the likely consequences (that is, Stage 3) if the terms of the warning are not complied with.  The warning will also be noted on the employee's personal record but again will be nullified after a maximum of one year, subject to satisfactory conduct, only if there are no further instances for whatever reasons.

Stage 3
Failure to improve in response to the procedure so far, a repeat of misconduct for which a warning or warnings have previously been issued, or a first instance of serious misconduct will result in a further disciplinary hearing and the issue of a FINAL WARNING.  This will give details of the complaint, the length of any probationary period and notification that dismissal may result if the terms of the warning are not complied with.  This warning will be noted on the employee's personal record for one year.

Stage 4
Failure to meet the requirements set out in the final written warning will normally lead to a further disciplinary hearing and DISMISSAL with appropriate notice.

Gross misconduct
Offences under this heading are so serious that an employee who commits them will normally be summarily dismissed, following a disciplinary hearing.  In such cases the practice reserves the right to dismiss without notice of termination or payment in lieu of notice.  Examples of gross misconduct are:

· theft and unauthorised possession of practice property, deliberate falsification of records or any other form of dishonesty

· wilfully causing harm or injury to another member of staff or other person on the premises

· performing an action that is liable to cause injury to other people or damage to practice property

· breach of confidentiality

· wilful refusal to obey a reasonable instruction

· incapacity due to alcohol or drug abuse

· breaches of health and safety regulations.

This list is intended only as a guide and is not an exhaustive one.

Suspension
In the event of serious misconduct an employee may be suspended on full basic pay while an investigation is carried out.  Such suspension, which DOES NOT imply guilt or blame, will be for as short a period as possible.

Appeals
An employee may appeal against a disciplinary decision to​​​ …………. within one week of the decision being communicated to the employee.  Appeals should be in writing.  At the appeal hearing the employee will again be given the chance to state their case and will have the right to be accompanied by a fellow employee of their choice or a trade union representative.  The decision of …………… will be final.
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LETTER OF NOTICE FOR A DISCIPLINARY HEARING

Dear ……………………………….
                                    Date:

I am writing to tell you that you are required to attend a disciplinary interview on ……………………..  at …………… am/pm which is to be held in ……………….                 

At this interview the question of disciplinary action against you, in accordance with the practice’s disciplinary procedure, will be considered with regard to:………………

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

I am enclosing a copy of the practice’s Disciplinary Procedure.

You are entitled, if you wish, to be accompanied by another work colleague or your trade union representative.

Yours sincerely,

Practice Owner

LETTERS FOR A FIRST AND A FINAL WRITTEN WARNING

Dear …………………………………….
Date………………..


You attended a disciplinary interview on ……………………  I am writing to confirm the decision taken that you be given a first written warning/final written warning* under the second/third* stage of the Practice’s Disciplinary Procedure.

This warning will be placed in your personal file but will be discarded for disciplinary purposes after a period of ……………………….. months provided your conduct improves to the level required**/performance reaches a satisfactory level.

a) The nature of the unsatisfactory conduct or performance was…………………

           …………………………………………………………………………………………

b) The conduct or performance improvement expected is………………………….

           …………………………………………………………………………………………

c) The timescale within which the improvement is required is………………………

          …………………………………………………………………………………………..

d) The likely consequence of further misconduct or insufficient improvement is a final written warning/dismissal *   

You have the right of appeal against this decision in writing to …………………  within ….. days of receiving this disciplinary warning.

Yours sincerely,

Practice Owner

Note:
*  The wording should be amended as appropriate

           ** Delete if appropriate

 LETTERS FOR CONFIRMATION OF DISMISSAL 

EXAMPLE 1- FOLLOWING PREVIOUS WARNINGS

Date

Dear

On ……………………………
you were informed in writing of a final written warning in accordance with Stage Three of the Practice Disciplinary Procedure. In that letter you were warned that if your conduct/performance** did not improve, you were likely to be dismissed.

Following the disciplinary hearing held on ………………………and after careful consideration, it was decided that your conduct/ performance** was still unsatisfactory and that you should be dismissed.

I am therefore writing to you to confirm the decision that you be dismissed in accordance with the Practice Disciplinary Procedure and that your last day of service with the Practice will be ……………………
The reasons for your dismissal are …………………………………………………………………………………………………..

………………………………………………………………………………………………….

You have the right of appeal against this decision in writing to ……………………….                   

within ……………….days of receiving this notice of dismissal.

Yours sincerely,

Practice Owner

Note:* The wording should be amended as appropriate

        ** Delete if inappropriate.


EXAMPLE 2 - WITHOUT PREVIOUS WARNINGS

Date
Dear …………………………………

I am writing to confirm the decision at the disciplinary hearing held on …………   that you be summarily dismissed without notice or payment in lieu of notice, in accordance with the Practice Disciplinary Procedure. Your last day of service was ………………………………… 

The reasons for your dismissal are: 

………...……………………………………………………………………………………………………………

You have the right of appeal against this decision in writing to ………………… within ……….. days of receiving this notice of dismissal.


Yours sincerely,

Practice Owner

MODEL LETTER OF NOTICE OF AN APPEAL HEARING 

Date

Dear

You have appealed against the oral warning/written warning/final written warning/notice of dismissal* confirmed to you in writing on ………………Your appeal will be heard by ………………….. in ………………….. on …………………. at …………………………….

The decision of this appeal hearing is final and there is no further right of review.

You have the right to appear alone or to be accompanied by your trade union representative or a fellow employee.

Yours sincerely,

Practice Owner

Note:
* The wording should be amended as appropriate.

MODEL LETTER OF RESULT OF AN APPEAL HEARING 

Date

Dear

You appealed against the decision of the disciplinary hearing that you be given a warning/be dismissed* in accordance with Stage ………of the Practice Disciplinary Procedure. The appeal hearing was held on ……………………………………….

I am now writing to confirm the decision taken by ……………….who conducted the appeal hearing, that the decision to ……………………….. stands*/is revoked* (specify if no disciplinary action is being taken or what the new disciplinary action is).

You have now exercised your right of appeal under the Practice Disciplinary Procedure and this decision is final.

Yours sincerely,

Practice Owner

Note: * Delete as appropriate.

