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Disclaimer – Please Read Before Use
This document is provided as a general template for informational purposes only and is intended for use within the Nicholl HR Knowledge Hub. It does not constitute legal or professional advice. While every effort has been made to ensure the accuracy and relevance of the content, employment practices and legal requirements may vary depending on individual circumstances.
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Disciplinary Policy for Small Businesses

Purpose and Commitment 
Our organisation is committed to fostering a supportive work environment where all team members are treated with fairness and respect. While we aim to encourage positive performance, there may be situations that require formal intervention to address conduct or performance concerns. This document outlines our approach to managing disciplinary matters consistently and fairly.

Where an employee’s performance falls below the required standard, appropriate support will be provided to help them improve. If the performance issues persist and formal action becomes necessary, the process will begin with an informal pre-disciplinary discussion. Likewise, if an employee’s conduct is considered potentially inappropriate or unacceptable, the organisation may initiate either an informal discussion or formal disciplinary proceedings, depending on the seriousness of the behaviour.
If formal disciplinary action is required, all cases will be handled with consistency, fairness, and in accordance with the organisation’s disciplinary procedure at every stage. Employees will be given a full opportunity to present their account of events, and any relevant mitigating circumstances will be taken into consideration.
Throughout the process, employees’ rights will be fully respected, including the right to:
· Be informed of the allegations against them

· Respond to the concerns raised

· Have their case carefully and objectively considered

· Be accompanied by a colleague or trade union representative

· Appeal any disciplinary decision

This policy is non-contractual and does not form part of employees’ contractual terms and conditions.
Informal Resolution
Where appropriate, concerns related to minor misconduct, poor performance or minor rule breaches will first be addressed through an informal conversation. This provides an opportunity for improvement without initiating formal proceedings. 

This will typically be addressed with an informal warning from the line manager, which is not part of the formal disciplinary record. If the issue persists or is more serious, the formal procedure will be activated.

Preliminary Investigation
Before initiating disciplinary action, the organisation will conduct a thorough investigation to establish the facts. This may involve collecting evidence and holding formal interviews.
In cases of suspected gross misconduct, an employee may be suspended on full pay while the investigation is ongoing. Suspension is not a disciplinary sanction but a neutral measure to ensure fairness and protect all parties involved.
Suspended employees will receive written confirmation outlining the terms of their suspension, including the expectation to remain available for meetings during working hours. Support for the employee’s wellbeing will be provided throughout the process.
Formal Disciplinary Process
This procedure applies where rules have been breached or performance has not improved following an informal warning. Depending on the severity, the process may begin at a later stage.
Employees have the right to be accompanied by a colleague or trade union representative at any formal hearing that may result in a warning or dismissal.
At each stage, a disciplinary meeting will be held to review the facts and any mitigating circumstances. If a warning is given, it will be recorded on the employee’s file for a set period. The warning will outline that further issues may lead to additional disciplinary action. If no further concerns arise, the warning will be removed. 

Employees will be informed of their right to appeal any disciplinary decision.

Step One: First Written Warning  
Issued where concerns are confirmed. The warning is documented and retained on file for [insert number] months. Continued issues may result in further action.
Step Two: Final Written Warning  
If the behaviour or performance does not improve, or for more serious issues, a final warning may be issued. This also remains on file for [insert number] months. Further breaches may lead to dismissal.
Step Three: Dismissal or Alternative Action
In cases of repeated issues or serious misconduct, termination of employment may occur. In some cases, alternatives such as suspension without pay, demotion, or reassignment may be considered instead of dismissal.

Representation and Meetings
Employees have the right to be accompanied at formal disciplinary meetings by a colleague or trade union representative. Each stage involves a meeting to present and discuss the facts, consider mitigating circumstances, and decide on appropriate action. Outcomes will be communicated in writing, along with the right to appeal.

Examples of Gross Misconduct
The following examples, while not exhaustive, may constitute gross misconduct and lead to immediate dismissal:
· Theft, fraud, or deliberate falsification of records
· Serious breach of health and safety procedures
· Violence, harassment, or abusive conduct
· Substance misuse affecting work
· Unauthorized disclosure of confidential information
· Misuse of company IT systems or property

This list is not exhaustive; similar offences will be addressed under this procedure. Gross misconduct may lead to formal disciplinary action, including dismissal without notice or pay in lieu of notice.

Appeals
Employees may appeal any disciplinary decision. Appeals should be submitted in writing within [insert number] working days of the decision. An appeal hearing will be arranged, and a final decision made. In cases of dismissal, the appeal decision is final.

Use of Third Parties
Where appropriate, the organisation may engage independent professionals to support any stage of the disciplinary process.

This policy is not contractual and may be amended at the organisation's discretion.
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