Summary of Formal Stages of the Disciplinary Procedure for Non-Academic Staff

Managers should, where possible, to try to resolve conduct or performance problems using the informal procedure in
the first instance.

Investigation _ —
« Line manager/Investigating Officer, supported by HR Adviser Normally the investigation should
investigates alleged misconduct or poor performance be completed in 10 working days
¢ Investigation report compiled of evidence collated.
v
Determining whether there is a case to answer If Disciplining Officer decides there
¢ Investigation report submitted to Disciplining Officer who is no case to answer, no further
decides if there is a disciplinary case to answer formal disciplinary action is taken
J
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Notification of disciplinary Hearing At least 5 working days notice in
o Employee notified of the details of a disciplinary hearing & advance of the hearing is given.
given a copy of the Investigation report ~ 4
7 ) .
Employee’s withesses & documents At least 2 working days prior to
o Employee to notify HR of any witnesses they intend to call & the hearing
supply any documents - g
3 : \
Disciplinary Hearing Normally takes place within 10
e Conducted by Disciplining Officer with advice from HR working days of notification of
¢ Investigating Officer, supported by their HR Adviser, attends to outcome of the investigation
present the allegations & management case ~ -
o Employee who is the subject of the allegations & their
representative attend & respond to the allegations
e Clerk attends & witnesses present where appropriate
v
Notification of outcome of Disciplinary Hearing Within 3 working days of the
o Employee notified of outcome of the hearing in writing. disciplinary hearing
o |[f allegations are upheld, employee notified of details of
disciplinary warning/dismissal & right of appeal
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Appeal statement Within 7 working days of receipt
e Employee writes to HR Director stating their full grounds of of written notification of the
appeal with supporting documents L disciplinary hearing outcome )
v ) .
Notification of Appeal Hearing Normally within 10 days of receipt
¢ HR notify employee of details of appeal hearing of appeal statement
7 ) .
Written response to appeal statement Not less than 5 working days prior
e Disciplining Officer writes response to appeal the appeal hearing
e Copy given to employee ~ g
v
Appeal Hearing
e Conducted by Appeal Officer or Panel in dismissal cases,
advised by HR
Employee and their representative present their case
Disciplining Officer responds to appeal & is supported by HR
e Clerk attends & witnesses present where appropriate
v
Notification of outcome of Appeal Hearing Within 10 working days of
¢ Appeal Officer/Panel informs employee of outcome in writing appeal hearing




