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	1
	Purpose

	
	To ensure the Company’s reputation is maintained by high standards of work and by the conduct of employees.  To ensure that staff of all grades are aware of the procedure and that they know how it will be invoked.

	2
	Scope

	
	The Disciplinary Procedure applies to all employees of Families@FamilyCare Ltd including those designated as sessional, temporary volunteers, work experience and those on contract.  Those employees still in their probationary period will be subject to the ‘Probationary Period’ Procedure and the ‘Disciplinary Procedure - Probationers’.

	3
	References

	
	· Employment Rights Act 1996
· ACAS Code of Practice
· Employment Relations Act 1999
· Employment Relations Act 2004
· Employment Act 2008

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	
	Introduction
The Company’s reputation is maintained by high standards of performance, the delivery of agreed outcomes and the conduct of employees, which is integral to such delivery.  The required standards will be discussed with staff during induction and subsequent supervision or other occasions as required; acceptance of these standards is a condition of employment with the Company. If any employee of any grade fails to meet the standards of work and conduct, or disregards policies and procedures they will be subject to the disciplinary procedures.
The following are examples which may invoke the disciplinary procedures for gross misconduct or misconduct:
	
	

	
	
	Gross misconduct::
Conduct which will result in dismissal: 
· Sexual misconduct
· Sexualised behaviour/language with the children
· Physical assault, including restraint, which goes beyond the Company’s guidelines or threatening behaviour directed at children
· Fighting or other physical violence
· Malicious damage to Company or colleague’s property
· Discrimination
· Victimisation
· Harassment
· Bullying
· Abusive and/or insulting behaviour to colleagues which cause difficult working relationships or may damage the Company’s reputation
· Dishonesty
· Theft or fraud
· Falsification of timesheets/expense claims
· Deliberate misrepresentation of personal information required by the agency e.g. date of birth, experience, health, and qualifications
· Failure to report and record any concerns under the Complaints/Incidents procedures
· Forming inappropriate relationships with service users
· Incapacity for work due to being under the influence of alcohol or illegal drugs
· Gross insubordination
· Causing loss, damage or injury through serious negligence
· A serious breach of Health and Safety rules
· A serious breach of confidence
· Deliberately accessing internet sites containing pornographic, offensive or obscene material.
· Any activity which may bring the Company’s reputation into disrepute
· Criminal and other acts outside of work
Misconduct:
Conduct which may lead to the use of disciplinary procedure:
· Unauthorised exchange of personnel information
· Non compliance with safety rules such as to endanger life or serious injury
· Work which does not meet the required standard
· Poor time keeping
· Poor attendance
· Unacceptable or inappropriate personal behaviour
· Poor relationships with other members of staff
· Insubordination
· Failure to report an intimate personal relationship with another employee
· Plagiarism
The above lists provide examples only and are not exhaustive
The disciplinary procedure will be invoked when an employee’s conduct or performance at work, or conduct outside work (where the circumstances appear to be relevant to the employee’s duties) is considered to be unacceptable.
There are three methods to address disciplinary matters:
1. through day to day management
2. through managing the problem in supervision (when minutes will be taken by the supervisor clearly recording the nature of the problem and agreed methods to redress)
3. Performance Improvement Notice and Plan (PIN)
4. through the formal disciplinary process:

a) Formal written warning
b) Final written warning
c) Dismissal
	
	

	
	5.1 
	Procedure
When a Line Manager is concerned about an aspect of an employee’s conduct or performance they should seek the advice of their own Line Manager who will if necessary consult with the Head of Family Placement Services Group Operations Manager or Group Business Manager.
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	5.2 
	Disciplinary matters do not necessarily proceed through a series of stages in sequential order i.e. that an employee would receive a formal warning only after first receiving a Performance Improvement Notice.  The Company has the discretion to enter the disciplinary procedure at any stage providing in their view that the degree of concern warrants such action.  Please note similar offences may not always call for the same disciplinary action; each case will be looked at on its own merits and relevant circumstances.
	
	

	
	5.3 
	It is important for Line Managers to point out any areas of concern in an employee's conduct or performance and work with them to achieve the standards expected through day-to-day management and supervision.  Only when standards are still not reached by day-to-day management and supervision will recourse to the formal disciplinary procedure be appropriate, unless the nature of the conduct or performance is considered to constitute grave concern.
	
	LM

	
	5.4 
	When considering the use of disciplinary action Line Managers will take into account an employee’s good service and any other relevant factors such as length of time elapsed since any previous disciplinary action which may still be ‘live’.
	
	LM

	
	5.5 
	Preliminary Approaches to Dealing with Disciplinary Matters:
Day to day management:
It is good management practice for a Line Manager to discuss any matters of concern with employees on a day-to-day basis so that the employee knows of the concern and how to improve their performance to reach desired standards. These discussions may well be formal but are outside of the disciplinary process.
Supervision
Supervision time is an ideal time to discuss areas that require improvement to reach desired standards.  Supervision discussions must be minuted, targets should be set, positive advice offered along with a range of assistance that might, for example, include coaching, mentoring or training which should help the employee reach the desired level of performance. Again these discussions are formal but outside of the disciplinary process.
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	Performance Improvement Notice  (PIN) (See Appendix 1 for sample of form)
In some situations it may become necessary for a Line Manager to register concern about an employee’s performance or conduct.  This may occur when both day-to-day management and supervision has failed to achieve the desired improvement or the concern is such that this action is justified.
The following steps are to be taken:
a)	The Line Manager should consult with their own Line Manager, the Head of Family Placement Services, the Human Resources Manager or the Group Operations Manager that the correct action is being taken.
b)	The employee should be given adequate notice of the need to interview them about an issue of concern.  This may be an issue that has been discussed in day-to-day management or in supervision and remains an issue of concern or it may be an issue of concern that has not previously been discussed.
c)	The employee has no right to formal representation at this meeting.
d)	The Line Manager should interview the employee and explain the concerns.
e)	The employee has the opportunity to respond to the concerns.
f)	The Line Manager may at this stage decide that there are no grounds to proceed with the Performance Improvement Notice in which case a copy of the minutes signed by both parties should be sent to Human Resources Department for the employee’s personal file and the original copy placed on the employee’s supervision file (i.e. the file maintained by the supervisor).
g)	The Line Manager should fill in the Performance Improvement Notice in the presence of the employee and both should contribute to the Performance Improvement Plan detailing what support could be put in place to ensure that the correct standards are achieved in the timescale set (see Appendix 1 for sample Performance Improvement Notice).
h)	The employee should fill in their comments and observations.
i)	The employee should take one copy of the Performance Improvement Notice, the Line Manager should take a second copy to place in their supervision file (op cit) and the original copy should be sent to the Human Resources Department for the employee’s personal file.
j)	The Line Manager should make an agreed date with the employee to review the Performance Improvement Notice, which should be no longer than 3 months, to see that the standard of performance is reached and maintained.
k)	Notes of the interview should be minuted and signed by both parties and kept in the employee’s supervision file with a copy to Human Resources Department to be placed in the employee’s personal file.
l)	The employee does not have any right of appeal against the decision taken at this stage of the disciplinary process.
m)	The review should take place at the time specified at the initial interview and the outcome may be one of the following: 
a) No further action necessary but standards should be maintained
b) Extension of Performance Improvement Notice if progress has been made but is not quite at the desired standard (in the opinion of the supervisor)
c) Formal investigation and interview with the outcome of a possible formal warning which is Stage 1 of the Disciplinary Procedure.
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	Stage 1: Investigations and more formal disciplinary
It is a matter of management judgement as to when an employee’s conduct or performance requires the more formal Disciplinary Process to be used.  It may be that failure to achieve improvement following a Performance Improvement Notice triggers this or there may be an incident of sufficient concern in itself which requires direct access to the formal process.
Before embarking on the more formal Disciplinary Process the Line Manager should arrange a meeting with the Human Resources Manager who will administer the process and the Head of Family Placement  Services, or Group Business Manager who will be the Interviewing Officer to establish the timing of the process and the key areas to be investigated, details of the matter will not be discussed here – simply the agreement of the process.
There will be one further officer appointed - an Investigation Officer who may be a Registered Manager, or Social  Worker, or other competent person.  The role of the investigation Officer is to thoroughly investigate any allegations and properly investigate to establish the facts of the case, promptly and without unreasonable delay.  The investigation needs to be balanced, impartial and unbiased.
It should be established at the meeting what specific evidence is required, what specific information needs to be collected and who needs to be interviewed so as to guide the person who is to carry out the investigation.  The Investigation Officer must ensure that the Investigation meeting does not turn into a Disciplinary Hearing and if the meeting is progressing this way, the meeting must be terminated immediately and advice sought from Human Resources Manager and the Interviewing Officer.
The Investigation Officer must keep a detailed account of the investigation listing chronologically who is interviewed, which may include an interview with the employee being investigated, the questions and answers and details of information gleaned.  The subsequent report should be compiled with a brief introduction, details of all the interviews with relevant information and appendices with written evidence i.e. logs, timesheets etc.  Any witness statements taken should be typed up, signed and dated by the witness(es).  The report should set out the findings on whether or not there is a disciplinary case to answer.  If not, or it turns out the issue was very minor then the recommendation will normally be to either drop the matter or to arrange for the employee to have informal coaching or counselling.  Alternatively, if there is a case to answer, the recommendation will normally be for disciplinary proceedings to be commenced against the employee under the company’s formal disciplinary procedure.
A further meeting should take place once the investigation is complete between the Human Resources Manager, the Investigation Officer and the Interviewing Officer to look at the contents of the investigation and to decide whether a formal disciplinary interview is necessary.  If a formal disciplinary interview is not necessary then the options would be:
a) action taken through supervision and minuted
b) action taken through a Performance Improvement Notice
If a formal disciplinary interview is necessary then the Human Resources Manager will notify the employee by letter and give the name of the Investigation Officer, the Interviewing Officer and the Appeals Officer.  There may be occasions however, when this approach is not appropriate for example when absolute confidentiality of the investigation is a factor in respect of external proceedings.
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Investigation Officer




HRM
Chair
Investigation Officer
Interviewing Officer


	
	
	Suspension:
Suspension itself does not constitute disciplinary action.  In cases where gross misconduct may have occurred or where there are grounds for doubt as to the suitability of an employee to continue at work pending an investigation the employee should be suspended e.g. if the employee is considered to present a potential danger to the children or Company.  Before suspension occurs, consideration must be given to the following, have you:
· spoken to those directly involved?
· met with those who claim to have witnessed the event?
· reviewed any other evidence that is available?
· carried out an initial investigation of this evidence?
· weighed up the risks in not suspending the employee?

Consideration should be given to options other than suspension i.e. have you considered:
· moving them to another department?
· limiting IT access (where applicable)?
· restricting their access to certain areas of your business?
· whether you can temporarily transfer them to another nearby site?
During a period of suspension an employee will normally continue to receive basic pay in accordance with their conditions of service.
Normally the decision to suspend an employee will be taken in full consultation with the Head of  Family Placement Services,  Group Operations Manager or Group Business Manager.  In exceptional circumstances, (e.g. none of the above are contactable) a Registered Manager, or the equivalent, may suspend and justify their decision to their Senior Manager at the earliest opportunity
Should suspension occur the Human Resources Manager will send the suspended employee a letter of suspension.  This will inform them that they should not enter their place of work or contact colleagues at their work place.  The letter will include details of why the employee is being suspended and that they may be called in for a hearing as soon as is practicable but will be dependent upon the investigation.
During suspension the employee must inform the Human Resources Manager of a contact address and the employee must be available to attend an interview at any time within normal working hours.  This would include attendance at either a formal disciplinary hearing or an interview with the Investigation Officer.  Any planned absence from the contact address should be notified to Human Resources Manager.
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	Setting up the Formal Disciplinary Hearing
1. The Human Resources Manager will inform the employee in writing of the requirement for them to attend the disciplinary hearing - at least 5 working days notice will be given (Monday to Friday excluding Bank Holidays).  The letter will clearly state the purpose of the hearing and will give a summary of the areas of concern with sufficient detail for the employee to be able to prepare a response at the hearing.  This letter will also state whether the matters concerned are being considered as potentially constituting Gross Misconduct or Misconduct.  A copy of the Company’s Disciplinary Procedure will be enclosed with the letter.
2. The letter should confirm the names of the Interviewing Officer and Investigating Officer.
3. The letter will also notify the employee of their right to be accompanied at the hearing by their Union Representative or a colleague from within the Company.  The hearing may only be postponed if the employee is sick or unable to be represented at the time given or can give any other reason acceptable to the Company.  Where a member of the investigation team, witness or manager attending the hearing is unable to attend through illness or unforeseen circumstances then this may constitute a justifiable reason for postponing the Hearing.
4. Employees are entitled to know the evidence which has brought about the disciplinary hearing.  Any documentary evidence which the Investigating Officer wishes to use at the hearing including any witness statements will be given to the employee and their representative as soon as possible before the hearing and no less than 2 days unless otherwise agreed.  The document will also include the names of any witnesses to be called to the hearing.  It would not be usual practice to call witnesses who have already made a statement.
5. In the event that new evidence comes to light, any disciplinary hearing that has been scheduled may be postponed.  This will be to enable the party affected to consider this new information and respond accordingly.  The exact duration of the postponement will depend on the nature of the evidence produced, but it will be reasonable in all the circumstances.
6. The employee must acknowledge receipt of the letter requiring them to attend the hearing in writing.  They should also notify the name and address of any person representing them.
7. The employee must also provide copies of any documents they wish to introduce into the proceedings together with any witness statements and the names of any witnesses they wish to be called.
8. The hearing will be conducted and chaired by the Interviewing Officer who will be advised by the Human Resources Manager.  The Investigating Officer will be present and the Human Resources Manager or person appointed by the Chair should take notes of the hearing.
9. If witnesses are to be called by either side they will only be present at the proceedings during the time that they are giving their evidence or responding to questions from the parties present.
	
	
HRM

	
	5.6 
	Procedure at the Formal Disciplinary Hearing
1. The Interviewing Officer will introduce those present and confirm the status and purpose of the meeting and the procedure to be followed.
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	2. The Interviewing Officer will inform all parties that the interview may be adjourned at any stage at the request of either side.
	
	Chair
Interviewing Officer

	
	
	3. The Investigation Officer will present a report setting out the areas of concern relating to the employee.  They will state precisely what the complaint is and outline the case briefly by going through evidence that has been gathered.
	
	Investigation Officer

	
	
	4. The Interviewing Officer may ask questions of the Investigation Officer calling witnesses as required.
	
	Interviewing Officer

	
	
	5. The employee or their representative may ask questions of the Investigation Officer and given an opportunity to raise points about any information provided by witnesses.
	
	Employee
Representative

	
	
	6. The Human Resources Manager may ask questions of the Investigation Officer.
	
	HRM

	
	
	7. The employee or their representative may present their case calling their witnesses as required and answer any allegations that have been made.  There is no right for the employee to cross-examine witnesses and there is no need to call the witnesses to the hearing.  However, if the employee raises questions about the witnesses or their statement then consideration will be given to adjourning the meeting to put questions to the witnesses and provide the employee with a response.  Alternatively, consideration should be given to proceeding if it is clear that their verbal evidence will not affect the substance of the complaint.
	
	Employee Representative

	
	
	8. The Interviewing Officer, the Investigation Officer and the Human Resources Manager may ask questions of the employee.
	
	Interviewing Officer Investigation Officer
HRM

	
	
	9. The Interviewing Officer will invite the Investigation Officer to make a closing statement
	
	Interviewing Officer
Investigation Officer

	
	
	10. The Interviewing Officer will invite the employee or their representative to make a closing statement.
	
	Interviewing Officer Employee Representative

	
	
	11. The Interviewing Officer will inform the employee and the representative how they will be notified of the decision.  On occasions the notification of the decision may be possible on the day of the interview.  On other occasions this will be as soon as possible afterwards.  Only on exceptional occasions will this exceed forty-eight hours.
	
	Interviewing Officer

	
	
	12. The Interviewing Officer will ask all parties to leave the room with the exception of the Human Resources Manager.
	
	

	
	
	13. If the decision can be made on the day all parties will be invited to wait whilst the Interviewing Officer considers his/her decision at which point all parties will be invited to rejoin the hearing.
	
	

	
	
	14. Regardless of how quickly the decision is conveyed verbally the Human Resources Manager will confirm or notify the decision reached by writing to the employee as soon as possible after the interview.  A second copy of this letter will be enclosed for their acknowledgement of receipt and a third copy for their use.
	
	HRM

	
	
	15. Notes of the interview will be prepared and where possible sent with the letter (op cit) to the employee.  If this is not practicable it will be sent as soon as possible afterwards.
	
	

	
	
	16. If the employee is not satisfied with the record of the meeting then they should notify the Human Resource Manager within four days giving the reasons for this dissatisfaction. These will be considered (within four days) and unless satisfactorily resolved shall be recorded separately.
	
	Employee

	
	5.7
	Disciplinary Action
The decisions which the Chair/Interviewing Officer may reach are:
· No action necessary - notes explaining this decision will be sent to the employee and a copy left on the employee personal file
· Performance Improvement Notice (see points 5.8 and 5.9)
· Formal warning - a formal warning or final warning may be given.  The latter is appropriate if there has been a failure to adequately respond to an earlier formal warning or when the gravity of the concern is deemed by the Interviewing Officer to justify such action. (see point 5.10)
· Dismissal (see point 5.11 below)
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	5.8
	Review of Conduct/Performance
Whenever a Performance Improvement Notice or warning refers to a review of an employee’s conduct or performance it is the responsibility of the Line Manager who dealt with the Performance Improvement Notice or the Interviewing Officer who gave the warning to ensure the review takes place.
A written report should be obtained from the Line Manager on the employee’s performance by the Interviewing Officer following which the employee should be interviewed as part of the continuing review of conduct and/or performance.  If the review indicates that satisfactory progress has been made a note to that effect should be placed on the employee’s personal file.  The Performance Improvement Notice shall remain ‘live’ for disciplinary purposes until 6 months after the date the notice was agreed and signed.  After 6 months the notice will be disregarded for future disciplinary purposes.
If the review indicates insufficient improvement in the employee’s conduct and/or performance further disciplinary steps may need to be initiated in accordance with this procedure.
Alternatively, it may be more appropriate to extend the review period.  At subsequent review dates the procedures should be repeated.
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	5.9
	Review of Performance Improvement Notice and Warnings
It is the responsibility of the Line Manager or Interviewing Officer to review the ‘Performance Improvement Notice’ or ‘Warning’ given to the employee after three to six months.
In the case of a Performance Improvement Notice if there has been a period of 6 months satisfactory conduct or performance then the ‘Performance Improvement Notice’ will be disregarded at the 6 month point.
In the case of a ‘Formal Warning’ then this again will remain ‘live’ for 6 months from the date of the letter informing the employee of the ‘Formal Warning’.  In exceptional circumstances a ‘Formal Warning’ may remain ‘live’ for 12 months when a serious misconduct occurs short of gross misconduct.
In the case of a ‘Final Warning’ this shall remain ‘live’ for a period of no less than 12 months.  It may be appropriate for the ‘Final Warning’ to remain permanently in force e.g. when a serious misconduct occurs short of gross misconduct and a final warning is issued stating that any further recurrence could lead to the employee being dismissed.  On occasions such as this the letter to the employee must clearly state why the warning will remain permanently in force with the necessary explanation.
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	5.10
	Formal Warning or Final Warning
The letter to the employee notifying them of the formal warning or final warning must contain the following information:
· A clear statement that the employee is being given a warning (or final warning)
· A summary of the reason leading to the decision (there should normally be reference to misconduct, continued misconduct or capability)
· Clear details of the remedial action required and the time in which the employee is expected to improve their conduct or performance.  In cases where a warning is given the employee must be informed that their conduct and/or performance will be reviewed after a specific period - normally between three and six months
· A statement outlining the consequences of failing to achieve the desired improvement.  This will usually involve reference to further disciplinary action being considered, or in the case of a final written warning being issued the possibility of dismissal
· Details of the right to appeal will be included.  Where the employee wishes to appeal the decision then their submission, in writing, to the Human Resources Manager within 10 working days of the date of the originating letter
· The HR Manager will appoint an Officer to hear the Appeal and forward all relevant information
· The date at which the warning will be reviewed and a decision taken as to whether it shall be disregarded in the event of future disciplinary action taking into account how long the disciplinary action would normally remain ‘live’
A requirement for the employee to acknowledge receipt of the letter.  A second copy must be sent to the employee who is required to sign and return this copy as an acknowledgement.  A third copy of the letter should be sent to the employee for their use and records.
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	5.11
	Dismissal
In the case of gross misconduct, an employee may be summarily dismissed without notice or payment in lieu of notice without prior formal warnings issued under these procedures.  Normally however, dismissal if it is to occur, will follow an earlier warning or warnings to which an employee has failed to respond or has responded to inadequately.  In the case of dismissal other than for gross misconduct, an employee’s statutory and contractual notice entitlements shall be observed, except where payment in lieu of notice is appropriate.
A letter of dismissal will be signed by the Head of Family Placement Services, the Group Operations Manager or the Group Business Manager and will clearly include:
· A statement that the employee is being dismissed
· Brief details of the grounds for dismissal
· A reference to gross misconduct, misconduct, continued misconduct or capability
· Confirmation of the effective date of termination of contract
· Confirmation of the employee’s right of appeal
Confirmation of the employee’s position with regard to pay and any other conditions of service which need to be resolved.  A second copy must be sent to the employee who should be asked to sign and return this copy as an acknowledgement.  A third copy of the letter will also be sent to the employee for their use.
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	5.12
	Stage 2:  The Right of Appeal and the Appeal Process
An employee shall have the right of appeal against any disciplinary action taken (excluding a decision to suspend and the Performance Improvement Notice) resulting from the formal disciplinary process and must be notified of this right in the written confirmation of the action taken.
	
	

	
	
	Appeal Procedure
The Appeals Officer will have access to all of the previous reports.
The Appeals Officer will write to the employee giving at least 10 days notice of the date that the appeal will be heard.
The employee will be asked to acknowledge in writing receipt of the letter notifying them of the appeal date and to state if they will be accompanied by a representative.
At least five working days before the appeal the employee must provide the Appeals Officer with any new documentation they may wish to introduce together with the names of any witnesses they wish to call.
The Appeals Officer may request any person who gave evidence at the original hearing to provide further information. 
The Appeals Officer may ask a person of their choice to be with him at the appeal.  This may be another Senior Manager or the Human Resources Manager.
The Appeal Hearing will follow the same format as the Formal Disciplinary Hearing detailed earlier.
The Appeals Officer will reach a decision on the ‘Appeal’ which will be communicated in writing to the employee as soon as possible after the appeal.  {N.B. The disciplinary outcome imposed cannot be ‘increased’}
The employee will be asked to sign and return a copy of the Appeals Officer’s findings.
The Appeals Officer’s findings will be recorded as the Company’s final response.
	
	
Appeals Officer

	6
	Documentation

	
	· Performance Improvement Notice



_______________________________________________________________________________

This procedure/guidance/policy is reviewed by the Executive Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the senior manager who has authorised release of this document – see control box, front sheet.


Appendix 1


Performance Improvement Notice – Example onlyAction Plan
Plan of action by employee and Line Manager to ensure that improvements are made.
(Consider extra supervision, coaching, mentoring, training, shadowing, meetings, mini-appraisal to aid progression.)

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

Employee comments:
.......................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
Employee’s signature

Name of Line Manager	....................................................................

Job title  ..........................................................................................

Date..................................................................................................


Both parties should keep a copy of the performance improvement notice and the performance improvement plan.  A copy should be placed in the supervision file and a copy sent private and confidential to human resources to be placed on the employee’s file.


Performance Improvement Notice

Name ......................................................... Date   ........................
Work base.....................................................................................
You attended an interview on ............................................. to discuss an issue that is causing concern at work.  I am now detailing more formally what the concern is by giving you this performance improvement notice which indicates the improvements you need to make.
The area of concern: ......................................................………………….................
.............................................................................................…………………...........
.....................................................................................................................................
.....................................................................................................................................
.....................................................................................................................................
.....................................................................................................................................
This performance improvement notice constitutes a preliminary stage  of the disciplinary process., Once issued this PIN should be placed in the employees’ supervision and personnel file and their performance subsequently monitored.



Performance Improvement Plan:

The conduct/performance improvement expected is: .................................................................................................................................................................................................................................................................................................................................
The timescale within which the improvement is required is ...........................................................................................................................................................................................................................
The likely consequence of further misconduct or insufficient improvement is ..............................................................................……………………………………...............................................................................................................................................................................................................................................................................................................................


	DISCIPLINARY POLICY AND PROCEDURE - EMPLOYEES V1.5
	PAGE 1



	DISCIPLINARY POLICY AND PROCEDURE - EMPLOYEES V1.5
	PAGE 2



image1.jpg




