Clear Disciplinary Procedures Policy

1. Purpose

This policy outlines a clear and consistent approach to disciplinary procedures to ensure fair treatment for all
employees and maintain standards of conduct within the organization.

2. Scope

This policy applies to all employees of [Organization Name].

3. Policy Statement

The organization is committed to ensuring that disciplinary matters are dealt with consistently, fairly, and promptly.

4. Disciplinary Procedure

1. Informal Discussion
Minor issues will be addressed through informal discussion with the employee to resolve concerns.
2. Formal Procedure
a. Investigation
Gather all relevant facts related to the alleged misconduct.
b. Notification
The employee will be notified in writing of the allegations and invited to a formal meeting.
c. Hearing
Conduct a meeting where the employee can state their case and respond to evidence.
d. Decision
Decide on appropriate action (no action, warning, suspension, or dismissal) and inform the employee in
writing.

3. Appeal

The employee has the right to appeal against any disciplinary action. Appeals must be submitted in writing within
[number] days.

5. Possible Disciplinary Actions

Level Description

Verbal Warning For minor infractions, recorded but not part of permanent record.
Written Warning For repeated or serious misconduct, placed in employeed€™s record.
Final Written Warning For further misconduct or failure to improve.

Dismissal For serious or repeated breaches of conduct.

6. Confidentiality

All disciplinary matters will be handled with confidentiality and in accordance with data protection principles.

7. Review



This policy will be reviewed annually and updated as required.
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