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DISCIPLINARY PROCEDURE 
 
The Council recognises that good management can prevent the development of 
potential disciplinary problems.  However, when these do arise, it is the Council’s aim to 
deal with the matter fairly, speedily and consistently and in accordance with the agreed 
procedure. 
 
Informal Procedure 
 
Any complaint or allegation regarding the conduct or performance of an employee 
should, in the first instance, be referred to the Line Manager who would normally deal 
with a first and relatively minor infringement informally. 
 
An informal discussion will point out any shortcomings and encourage improvement. 
 
An informal discussion, in itself, does not form part of the formal disciplinary process and 
consequently no formal disciplinary sanction will be applied. Where the Line Manager 
considers the conduct or performance of an employee falls below the required 
standards, an informal verbal warning may be issued advising the employee that formal 
action under the policy may follow.  
 
The formal disciplinary procedure may be implemented at any stage if the alleged 
misconduct warrants such action. 
 
Misconduct and Gross Misconduct  
 
The circumstances of each individual case and the degree of seriousness of the situation 
will always determine whether an alleged offence is considered as ‘misconduct’ or ‘gross 
misconduct’.  
 
Examples of gross misconduct are provided within this policy. 
 
Misconduct 
 
Misconduct is broadly defined as conduct or behaviour which is not in keeping with that 
normally required of employees of Coedffranc Town Council, or which may have an 
adverse effect on work, relationships with other employees, members of the public and 
Councillors or any behaviour which is not in the interest of the Council. 
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Gross Misconduct  
 
Gross misconduct indicates an offence which is so serious that it may affect the Council’s 
trust and confidence in the employee. Such behaviour may justify dismissing the 
employee without notice or any payment in lieu of notice. 
 
Investigation  
 
An investigation of the facts relating to any disciplinary allegations may be undertaken 
to determine if a disciplinary hearing is required. The nature of the investigation will 
depend on the type of potential disciplinary event but may include interviewing the 
employee and others.  
 
Suspension with Pay 
 
If the employee is involved in a disciplinary investigation, in some cases, the Council may 
need to suspend the employee on full pay until the investigation has taken place. This 
only happens if the allegation is serious, or the offence – or the requirements of the 
investigation – makes it difficult for the employee to stay at work. The Council would 
suspend the employee for as short a time as possible.  
 
Suspension is a neutral act, it is not a finding of guilt and is not classed as disciplinary 
action. 
 
The Council would also confirm the employee’s suspension in writing, including the 
reasons for it, within three working days.  
 
Right to be accompanied 
 
If the employee is required to attend a disciplinary or appeal hearing, they have the right 
to be accompanied by a work colleague or trade union representative.  
 
If the employees chosen representative is unavailable for the hearing, they can ask the 
Council to rearrange the hearing for a mutually convenient date. The new hearing date 
must be no more than seven working days later.  
 
Non-attendance at disciplinary or appeal hearing 
 
If the employee is unable or unwilling to attend a disciplinary or appeal hearing, the 
Town Clerk/Designated Officer/Appeals Committee may hear the case and make a 
decision in their absence, based on the evidence available at the time. 
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Formal Procedure 
 
If a formal meeting needs to take place, the Town Clerk or Designated Officer will write 
to let the employee know that they need to attend. They will provide the employee with 
at least seven clear working days’ notice of this. 
 
The letter will confirm:  
• the allegation(s) being made against the employee 
• the seriousness of the allegation  
. the possible outcomes of disciplinary actions 
• the right to be accompanied at the meeting.  
 
Any supporting evidence will be provided to the employee at this time, if applicable.  
 
The Clerk or Designated Officer will conduct this interview and will have a Member of 
the Personnel Committee present as an independent witness. 
At the meeting, the employee will have an opportunity to state their case and provide 
any supporting evidence. The employee can choose to present their own case or ask a 
representative to present it for them. 
 
Either party can call witnesses. The employee or their representative can question any 
of these. The Clerk or Designated Officer can also question the employee, their 
representative and any witnesses.  
 
The Clerk or Designated Officer will then adjourn to consider their decision and, where 
possible, give their decision verbally at the end of the meeting. They will then write to 
the member of staff confirming their decision within seven working days. 
 
A note-taker may also attend the meeting. 
 
Taking formal disciplinary action 
 
If at a formal meeting the employee is found to have committed misconduct or gross 
misconduct, the Clerk or Designated Officer would need to take one of the following four 
kinds of formal disciplinary action. 
 
Which one of these we take depends on several factors including:  
 
• the type of offence  
• any current warnings  
• position  
• length of service  
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• any special circumstances which might make it appropriate to adjust the severity of 
the      action. 
 
Formal verbal warning 
 
If the outcome of the discussion is that an improvement is required, the employee will 
be advised that they are being given a verbal warning.  It is important that the member 
of staff knows how conduct will be reviewed and over what period, also of the 
consequences if there is no improvement or if further misconduct occurs. 
 
A letter will be sent to the employee, giving details of the verbal warning, and a copy of 
the letter will be kept on file. 
If no further disciplinary action is required within 6 months of issuing the verbal warning 
it shall become inactive. 
 
The employee should be advised in writing of their right of appeal to the Town Clerk 
(within 10 working days).  
       
Formal written warning 
 
If the outcome of a discussion is that a serious offence has occurred, or there has been 
no improvement following a verbal warning, the employee may receive a formal written 
warning from the Clerk or Designated Officer. 
 
The written warning will set out the nature of the offence, the improvement required, 
giving a timescale where applicable and the consequences of no improvement or further 
misconduct. 
 
A copy of the letter detailing the formal written warning will be kept on file and a copy 
sent to the employee. 
 
If no further misconduct relative to the same warning occurs and the improvement 
required is sustained, then the warning will become inactive at the end of 12 months. 
 
The employee should be advised in writing of their right of appeal to the Town Clerk 
(within 10 working days).  
 
Final written warning 
 
If there has been no improvement following a written warning, or the misconduct is 
sufficiently serious to warrant only one written warning the employee may receive a final 
written warning from the Clerk or Designated Officer. 
 



ISS NO:  005 

CRN: 131 

DATE: 16/10/17 

Review Date:  October 2022 

AUTHORISATION:  Wendy Thomas/Full Council 

SIGNATURE: 

5 

 

 
This warning will detail the misconduct, warn the employee that dismissal may result if 
there is no satisfactory improvement, giving a time scale if necessary, and notify them of 
the right of appeal. 
 
If no further misconduct occurs and the improvement required is sustained, then the 
note will become inactive at the end of 12 months. 
 
The Town Clerk will notify the Mayor of any final written warnings given. 
 
The employee should be advised in writing of their right of appeal to the Clerk (within 10 
working days).  
 
Dismissal or other action 
 
If the employee commits gross misconduct, or if further misconduct occurs within 12 
months of a final written warning, it could lead to the employee’s dismissal. The Town 
Clerk will notify the Mayor that he/she has instigated the Dismissal Process. 
In cases of gross misconduct, the employee may be asked to leave the Council without 
notice or payment in lieu of notice.  
 
The decision will be confirmed within seven working days of the meeting, giving the 
reasons for it and advising the employee of their right to appeal. The employees’ 
dismissal will start from the date of the communication to the employee, irrespective 
of whether an appeal hearing has taking place.  
 
It may be decided it is more appropriate to dismiss someone with notice, or to retain 
their employment with reduced seniority, remuneration package or role. 
 
If the Employee wishes to appeal against the decision of the Clerk, they must do so to 
the Mayor, in writing, within 10 working days of receipt of the decision notice. 
 
On receipt of such notice of appeal, the Mayor will instruct the Clerk to convene a 
meeting of the Personnel Committee within 14 working days.  Any Councillor involved in 
the previous stages of the Disciplinary Procedure will be excluded from the Appeals 
process.  The Committee will hear the case according to their procedures and will 
communicate their decision in writing to the parties concerned. 
 
The decision of the Personnel Committee is final. 
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Action against the Clerk 
 
Where the Mayor considers it is necessary to initiate a disciplinary investigation or 
proceedings against the Town Clerk, approval must be sought from full Council. The 
Mayor will be tasked with the procedures contained within this policy. 
 
Where the Clerk wishes to appeal against a disciplinary decision, the full Council (less 
any Members who have been involved in any part of the process) will act as the 
Appeals Committee. 
 
NOTES 
 
The following are examples of the type of offence which would be regarded as gross 
misconduct (this is not an exhaustive list). 
 
Misappropriation, theft; fraud; being unable to perform duties satisfactorily due to the 
influence of drink or illegal drugs whilst at work or on Council premises; disclosure of 
confidential information; deliberate damage to Council property or that of other 
employees or members of the public; disorderly, indecent or violent behaviour during 
employment or whilst on Council premises; acts of incitement or actual acts of 
harassment or discrimination; negligence which could endanger employees and 
members of the public; any breaches of computer security. 
 
 
This policy is non-contractual and may be subject to change at any time without notice. 
 
 
 
 


