
Creation Date: September 2013 | Security & Retention: STANDARD | Version: 1.0 Reviewed 1st January 2023 

 

 

Disciplinary Policy 
 
The A1 Group aims to help you to achieve and maintain high quality work behaviour, 
satisfactory attendance and exemplary performance at work on a day to day basis. Where 
disciplinary action is necessary, decisions need to be reached that are fair and equitable and 
are consistent throughout the A1 Group. 
 
In the event of any problems, we wish to help you overcome them with the assistance and 
support of your manager. Your manager is responsible for implementing this policy with the 
support of our HR Consultant. 
 
This process applies to all A1 Group employees at all times whether or not they are on A1 
Group premises and including A1 Group social events. 
 
The policy does not form part of your contract of employment and does not create 
contractual rights or obligations. It may be amended by us at any time. In addition, we may 
not follow it in some cases, and in particular we will not normally follow the disciplinary 
procedure in relation to dismissal for any reason during or at the end of your probationary 
period. 
 

When will the Policy apply? 
Poor performance 
The policy and procedure will apply in cases of poor work performance where lack of ability 
is the main issue and improvement has not been possible through informal means. 
 
Issues of poor performance may include (but will not be limited to): 
 

• making errors in your work 

• failure to meet targets and outputs 

• failing to complete work in a timely manner 
 
There may be cases of poor performance due to carelessness or lack of application to the 
job which may be treated as misconduct - Such as poor timekeeping. 
 

Breaches of discipline 
Examples of conduct that may lead to disciplinary action short of immediate dismissal may 
include (but will not be limited to): 
 
Misconduct 
 

• Poor time-keeping 

• Unauthorised absence 

• Unacceptable level of absenteeism  

• Unacceptable standards of job performance 

• Behaviour that adversely affects the reputation of the A1 Group  
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• Disruption of the work of others 

• Failure to carry out reasonable work instructions 

• Careless damage to or misuse of A1 Group property 

• Minor breaches of the A1 Group policies or procedures 

 
Gross Misconduct 
(Normally warranting dismissal without Notice or Payment in Lieu of Notice) 
 
Gross misconduct usually results in immediate dismissal without any notice or payment in 
lieu of notice. 
 
The following are examples of conduct often falling within the category. Persistent offences 
escalated through the Disciplinary Procedure. 
 

• Serious unauthorised absence 

• Bullying and Harassment particularly (but not limited to) on the grounds of sex, race, 
sexual orientation, religion or disability 

• Serious instances of non-compliance with Health and Safety practices/regulations 
and security Procedures 

• Unfitness for work through alcohol or drugs 

• Deliberately or recklessly causing damage to A1 Group property 

• Unauthorised possession of A1 Group property, dishonesty or stealing from the A1 
Group or another employee or contractor 

• Threatening or insulting behaviour, physical assault, violence or indecency 

• Serious insubordination 

• Disclosure or release (or threatened disclosure) of information confidential to the A1 
Group or our clients or otherwise assisting A1 Group competitors in business 

• Acceptance of sub-contract work or work outside A1 Group hours where this causes 
a conflict of interests or is forbidden by your employment contract 

• Intentional falsification of records including deception on employment related forms 

• Conduct which damages or materially risks your or A1 Group reputation or which 
seriously damages A1 Group trust and confidence in you (e.g. criminal offences) 

• Consumption of alcohol on the premises except on authorised occasions 

• Unauthorised access to or misuse of A1 Group computer systems 

• Introducing whether deliberately or negligently computer viruses to the A1 Group IT 
equipment 

• Serious or persistent breaches of the A1 Group policies or procedures 
 
A serious or repeated offence of ‘misconduct’ may be treated as ‘gross misconduct’ in 
appropriate circumstances. The above list is not exhaustive. 
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What can happen prior to Disciplinary Action being taken? 
Minor breaches of A1 Group discipline, misconduct, lapses in performance or any other 
minor breach of rules will often be dealt with initially by your manager on an informal basis. 
If appropriate, your manager will explain to you the nature of the issue and the risks of 
disciplinary proceedings should you fail to reach and maintain the necessary relevant 
standard. 
 
If there are concerns about your conduct, a preliminary investigation will be undertaken 
before deciding whether to hold a hearing under the Disciplinary Procedure. A preliminary 
investigation may include interviewing staff and others and reviewing documents. You may 
be interviewed during such an investigation (but not necessarily). 
 
Your manager may not carry out an investigation where he/she is personally involved in the 
circumstances surrounding the complaint. In that situation, your manager’s manager would 
conduct the investigation. In cases of serious misconduct, the person who undertakes the 
investigation will not normally be the decision-maker at the hearing. 
 
In cases of poor performance, it is less likely that an investigation will be necessary. After 
investigating we will decide whether to hold a hearing or whether no further action is 
necessary. 
 
The A1 Group reserves the right to suspend you from work as a precautionary measure 
while serious matters (being those that could result in a dismissal if substantiated), are 
investigated. Such suspension will normally be with full pay. If it is decided that no 
disciplinary proceedings should be instigated or that no action should be taken, this 
suspension will then be withdrawn. Suspension in these circumstances is not a disciplinary 
sanction. 
 

What is the Disciplinary Procedure? 
Although many concerns about conduct and performance can be handled informally, there 
will be occasions when this has not worked or informal discussions are not appropriate. In 
these circumstances, we will normally use the Disciplinary Procedure. 
 
What you can expect: 
You will be notified in writing of our concerns about your conduct or performance and will 
be given the opportunity to state your case at a hearing before any decision is taken. 
We will organise a hearing to discuss our concerns and listen to your response. You will be 
given sufficient time to prepare for such a hearing and will be provided with copies of any 
relevant documents. 
 
If you wish, a fellow employee of your choice or a trade union representative may 
accompany you to a hearing at any stages of the procedure (but not necessarily the 
investigation stage). This person can address the hearing and confer with you, but not 
answer questions on your behalf. You should let us know if you wish to be accompanied so 
that we can try to arrange hearings with you at a time convenient to both you and your 
companion. 
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The Company’s HR Consultant may attend the disciplinary hearings. If we decide a concern 
is justified, we will explain any action we have decided to take and you may appeal. You 
have the right to appeal at all stages of the procedure. 
You will not be dismissed for a first breach of discipline except for gross misconduct, when 
the penalty will normally be summary dismissal, i.e. dismissal without notice or salary in lieu 
of notice. 
 
In relation to poor performance where lack of ability is the main issue, you will be given the 
appropriate training and support. 
 
All documentation of proceedings, statements, records etc. will be kept confidential. 
Usually, the disciplinary procedure is as follows: 
 
Stage 1 - First Written Warning 
If your conduct or performance does not meet required standards and no improvement has 
been made through informal means, after carrying out any appropriate investigation (see 
What Can Happen Prior to Disciplinary Action Being Taken), we will write to you setting out 
our concerns. If statements have been taken from staff or others, or if there are important 
documents, we will normally give you copies before the hearing. We will give you a 
reasonable opportunity to consider your response to our concerns before the hearing. In 
practice, we would aim to give you at least two working days’ notice but there may be 
circumstances in which we might hold the hearing with less than two working days’ notice, 
for example, if you agree to us doing so or if it is clear that there is no dispute about 
whether or not a concern is justified. 
 
The hearing will normally be held by your manager. If a satisfactory explanation is not 
forthcoming from the hearing then a first written warning will be given, clearly stating the 
deficiencies and setting measurable objectives of acceptable improvement and timeframes 
in which these objectives need to be achieved. You will be warned that failure to meet these 
objectives or further misconduct will result in Stage 2 of the disciplinary procedure and be 
advised of your right of appeal. This warning will be documented and a copy given to you. A 
record of the warning will be retained in your personnel file but will lapse if there is no 
further misconduct, or if performance improves to a satisfactory level within the period 
specified in the warning. After warnings have lapsed they are kept on your personnel file, 
but will not be used in determining the severity of any subsequent disciplinary penalty. They 
are kept in case we need to refer to them for other purposes (e.g. if a dispute arises over 
whether or not you were made aware of the inappropriateness of particular conduct). 
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Stage 2 - Final Written Warning 
If there is no improvement in your conduct/performance in the agreed time scale, we will 
write to you again setting out our concerns and inviting you to a further hearing. You will 
usually be provided with any supporting documentation in advance of the hearing. During 
the hearing we will discuss our concerns and listen to your response. Such a hearing will 
normally be held by your manager and will be on a date that gives you reasonable time to 
consider your response. If a satisfactory explanation is not forthcoming at the hearing then a 
final written warning will be given, clearly stating the deficiencies and setting measurable 
objectives of acceptable improvement and timeframes in which these objectives need to be 
achieved and warning that dismissal will result if there is no satisfactory improvement or if 
there is further misconduct. The warning will also advise you of your right of appeal. A copy 
will be given to you. A record of the warning will be retained in your personnel file but will 
lapse if there is no further similar misconduct, or if performance improves to a satisfactory 
standard within the period specified in the warning. In exceptional cases A1 Group reserves 
the right to extend this period. Lapsed warnings will be retained on your personnel file as 
described above. 
 
A final written warning may also be issued if the misconduct or poor performance is 
sufficiently serious to warrant only one written warning, but insufficiently serious to justify 
dismissal (in effect both first and final written warning). 
 
Stage 3 - Dismissal 
If your conduct/performance is still unsatisfactory and you still fail to reach the prescribed 
standards, or if you are accused of an act of gross misconduct, then we will write to you 
again setting out our concerns and inviting you to a further hearing during which we will 
discuss our concerns and listen to your response. Such a hearing will normally be held by a 
member of the Board of Directors and will be on a date that gives you reasonable time to 
consider your response. You will usually be provided with any supporting documentation in 
advance of the hearing. If your conduct or performance is considered to be so unsatisfactory 
as to warrant dismissal, your employment may be terminated. A letter detailing reasons for 
dismissal, the date on which employment will terminate and your right of appeal will be 
provided to you as soon as reasonably practicable. You may be dismissed without notice, or 
payment in lieu of notice, where it is determined that you have committed an act of gross 
misconduct. 
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Appeals 
You may appeal, in writing, against any disciplinary action taken against you within 5 
working days of that decision being notified to you in writing. On receiving your appeal, we 
will arrange for a further hearing to be held during which we will listen to your grounds of 
appeal. For stages 1 and 2 the appeal will be to your manager’s manager (i.e. the next level 
of manager from the person carrying out the disciplinary action). Appeals against dismissal 
will be made another Director not involved in the original process and decision. The A1 
Group reserves the right to have appeals heard by other members of the Board / Senior 
Management in the event of a conflict of interest. 
 
When appealing, it would be helpful if you could set out in writing: 
 
(i) Whether you are appealing against the decision that your conduct or performance is 

below the level required or against the action taken (or both) 
(ii) The grounds of your appeal. You are required to take all reasonable steps to attend 

the appeal hearing. If, for any reason, you are not able to attend on the date or at the 
time fixed, you should tell us as soon as possible and explain why 

 
You will be informed of the decision of the appeal in writing. The decision given following 
the appeal will be final. 
 

Revision 

The Company will make all employees aware of this Company Policy. 

Signed:      Date:    1/1/23 

 

Russell Pike - Managing Director A1 Group  

Next Review date 1st January 2024 

 

 

 


