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DISCIPLINARY PROCEDURE      January 2013 
 
The disciplinary policy which staff employed by ADCA have been subject to since they were 
transferred under TUPE arrangements in April 2010 is that of AGE UK (Cheshire)’s. This 
version is has simply been amended to included ADCA’s relevant details. There is, therefore, 
no material change to staff conditions of service. 

 
THE POLICY 

 
Audlem & District Community Action (ADCA) aims to ensure that there will be a fair and 
systematic approach to enforcement of standards of conduct affecting all grades of staff within 
the charitable company.  To this end the following procedure will apply. 

 
THE PROCEDURE 

 
Stage One – Informal Oral Warning 

 
1. Minor Breaches of discipline, misconduct, poor time-keeping, will result in an informal oral 

warning given by the Line Manager.  A note of this warning will be made in the individual’s 
Personnel file.  It is expected that in most cases an informal oral warning will quickly 
resolve most difficulties.  This shall remain on the employees Personnel file for up to 
twelve months. Staff members should be advised of the reason for the warning, that it 
constitutes the first stage of the disciplinary procedure and their right of appeal.  Where 
there is a more serious case of misconduct or an employee fails to improve and maintain 
that improvement with regard to conduct or job performance the following steps will be 
taken. 

 
Stage Two and Three – Formal Oral Warning and Written Formal Warnings 

 
2. A disciplinary hearing conducted by the staff member’s Line Manager and the 

Chairman of ADCA or nominated Trustee will be held.  Five working days before the 
hearing the employee will be advised of any rights under the disciplinary procedure 
including the right to be accompanied by a colleague, a full-time or lay trade union officer 
or a workplace representative. 

   
The staff member will be informed in advance of the nature of the complaint and such 
evidence that may exist.  The staff member will be invited to state his or her case and to 
answer the allegations made.  If it is decided that disciplinary action should be taken, the 
staff member will be told of the decision and later given a letter in confirmation.  In the 
case of minor offences the employee should be given a formal oral warning. A note of this 
warning will be made in the individual’s Personnel file and will remain in place for twelve 
months.  Staff members should be advised of the reason for the warning, that it 
constitutes the second stage of the disciplinary procedure and their right of appeal.  In the 
case of a more serious offence or if a further offence occurs within the currency of a prior 
warning, the staff member should be given a formal written warning.   
 
The written confirmation will state: 

     
 

AUDLEM & DISTRICT                        * for local people 

COMMUNITY ACTION                        * by local people 
 

Company No: 7547410 Charity No: 1144074                       1, Heywood’s Ridge, Audlem CW3 0EF 
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a) details of the misconduct or complaint that has occasioned the warning 
b) details of the necessary action to remedy the situation and any period of review 

decided on 
c) that any further misconduct of any kind will result in a further disciplinary hearing in 

the presence of the Line Manager and the Chairman of ADCA or nominated Trustee 
and a final written warning which, if unheeded, will result in dismissal with appropriate 
notice. 

 
3. Where the offence is sufficiently serious to dismiss instantly or where the final decision has 

been made to dismiss, this can only be taken by the Chairman of ADCA when satisfied 
with the facts of the case, the appropriateness of mitigating circumstances and after 
interviewing the staff member concerned in the presence of a nominated Trustee.  
Alternatives short of dismissal may be considered. 
They are: 

 
a) suspension without pay up to a maximum of seven days 
b) demotion to a more suitable job, if available 
c) transfer to other premises, departments, etc. 
d) loss of seniority or increment 

 

SUSPENSION 
 

4. The Staff member may be suspended with pay while the circumstances of any complaint 
are investigated.  In the case of potential gross misconduct, suspension with pay is 
essential. 
 

DISMISSAL WITHOUT WARNING 

 
5 In rare circumstances staff members may be summarily dismissed if it is established, after 

investigation and hearing the staff member’s version of the matter, that there has been an 
act of gross misconduct, major breach of duty or conduct that brings ADCA into disrepute.  
In particular this includes: 
 
a) serious acts of insubordination 
b) serious breaches of health and safety rules 
c) theft 
d) fraud and deliberate falsification of records 
e) being under the influence of alcohol or drugs during working hours 
f) serious negligence (even a single error where the actual or potential consequences 

are extremely serious,) which causes unacceptable loss, damage or injury 
g) flagrant failure to follow ADCA’s documentary procedures and regulations 
h) breach of duty regarding disclosure of confidential information 
i) deliberate damage to company property 
j) disorderly or indecent conduct, fighting on the premises or threatening physical 

violence 
k) acts of incitement or actual acts of discrimination on the grounds of sex, race, religion, 

colour, age or ethnic origin. 
 

 
 

APPEAL 
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5 The Staff member may appeal in writing to ADCA’s Trustees against any disciplinary 
action within 10 working days of that action being taken.  Any decision made at this appeal 
is then final and no further appeals may take place. 

 
APPENDICES 

 
1. Notice of Disciplinary Interview 
2. General Written Warning / Final Written Warning 
3. Confirmation of Dismissal following previous Warning 
4. Confirmation of Dismissal without previous Warning 
5. Notice of Appeal Hearing 
6. Notice of Results of Appeal Hearing 

 
 

Appendix 1 

Notice of Disciplinary Interview 
Name 
Address 
Date 

 
Dear 
I am writing to you to inform you that you are requested to attend a disciplinary hearing on 
…………. at ……….. am/pm to be held at ADCA’s office in …………………. 

 
The purpose of this interview is to consider the question of disciplinary action against you, in 
accordance with the company’s disciplinary procedure, with regard to: 

 
You are entitled, if you wish, to be accompanied by a colleague, a full-time or lay trade union 
officer or a workplace representative. 

 
Yours sincerely 
 
ADCA Chairman 

 
 

Appendix 2  

 
General Written Warning / Final Written Warning 
Name 
Address 
Date 
 
Dear, 

 
Following a disciplinary interview which you attended on …, I write to confirm the decision 
taken that you be given a written warning / final warning * under the second / third * stage of 
ADCA’s disciplinary procedure. 

 
A copy of this warning will be held in your personnel file but will become spent for disciplinary 
purposes for a period of … months provided your performance reaches a satisfactory level / 
conduct improves*. 

 
The nature of the unsatisfactory performance/conduct* is: 
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The improvement expected is: 

 
The time scale within which the improvement is required is: 
 
The likely consequences of insufficient improvement / further misconduct is a final written 
warning / dismissal*.  You have the right to appeal against this decision verbally / in writing * to 
……….. within ten working days of receiving this disciplinary warning. 

 
Yours sincerely 
 
 
ADCA Chairman 

 
* delete as appropriate 

 
Appendix 3 

 
Confirmation of Dismissal following previous warnings 

 
Name 
Address 
Date 

 
Dear ……, 

 
On …… you were informed in writing that you would be given a final written warning in 
accordance with stage ….. of ADCA’s disciplinary procedure.  You were also warned that if 
your performance / conduct* was still unsatisfactory that you should be dismissed. 

 
I am therefore writing to confirm the decision that you be dismissed in accordance with 
ADCA’s disciplinary procedure and that your last day of service with ADCA will be ………….  
The reasons for your dismissal are: 

 
You have the right to appeal against this decision verbally / in writing* to the Board of Trustees 
within ten working days of receiving this notice of dismissal. 

 
Yours sincerely 
 
ADCA Chairman 

 
*delete as appropriate 

 
 Appendix 4 

 
Confirmation of Dismissal without previous warnings 

 
Name 
Address 
Date 

 
Dear …….., 
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I am writing to confirm the decision taken at the disciplinary hearing held on …….. that you be 
summarily dismissed without notice or payment in lieu of notice in accordance with ADCA’s 
disciplinary procedure.  Your last day of service was..…….. 
The reasons for your dismissal are: 

 
You have the right to appeal against this decision verbally / in writing* to the Board of Trustees 
within ten working days of receiving this notice. 

 
Yours sincerely 

 
ADCA Chairman 
 
 * delete as appropriate 

  
  

Appendix 5 

 
Notice of Appeal Hearing 

 
Name 
Address 
Date 

 
Dear …….., 

 
You have appealed against the formal 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 a colleague, a full-time or lay trade union 
officer or a workplace representative. 

 
Yours sincerely 
 
ADCA Chairman 

 
* delete as appropriate 

 
Appendix 6 

 
Notice of Results of Appeal Hearings 

 
Name 
Address 
Date 

 
Dear ……., 

 
You appealed against the decision taken at your disciplinary procedure.  This appeal was held 
on ………… 
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I am now writing to confirm the decision of the appeal hearing, that the decision to ….. stands / 
be revoked* The reasons for this decision are: ………….  As a result no disciplinary action will 
be taken / the following new disciplinary action will be taken*: 

 
You have now exercised your right of appeal under ADCA’s disciplinary procedure and this 
decision is final. 

 
Yours sincerely 
 
ADCA Chairman 

 
 

* delete as appropriate  
 
 


