Disciplinary Procedures

A standard procedure for dealing with workers who break the rules is:

1.
Give a verbal warning, confirmed in writing and kept on file for six months

2.
Give a first written warning – valid for 12 months

3.
Give a final written warning – valid for 12 months

4.
Dismissal

For serious cases, you may start at point 3 or 4. For minor offences you may give an informal warning where no recording is necessary. Look at the examples below and decide what action you would take. There are no right or wrong answers. You may be required to justify your response, so think about what questions you would ask and what evidence you would need before making a decision.

1.
A part time shop employee who works on a checkout and is consistently 10 minutes late for work

	


2.
A warehouse employee who has been caught going to a skip round the back of the warehouse and taking home merchandise that has been damaged and thrown away

	


3.
A customer facing office employee racially abused a manager of Asian descent when he was told to smarten himself up

	


4.
A factory manager’s performance is poor. He wants to be friends with the staff on the shop floor and has little or no authority. The staff take advantage of his good nature and standards are slipping
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