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CREST Waltham Forest 
 

 

 
Disciplinary Policy and Procedure 

 

 

 
POLICY STATEMENT 

 
 
 
Introduction 
 

CREST believes that to promote good employee relations and practices it is 
necessary to demonstrate that employees will be treated fairly, reasonably 
and consistently in matters relating to discipline. 
 
 
Purpose of the Policy 
 
CREST needs to promote high standards of behaviour and conduct for all 
employees and take appropriate corrective action where those standards are 
not met. 
 

The process is not intended to be primarily punitive in nature and therefore 
the procedure describes the steps to be taken to deal with each situation 
reasonably and, wherever possible, help the person concerned to improve 
their standards of conduct and behaviour to reach minimum acceptable 
standards. 
 
 
Application of the Policy  

 

This policy and procedure is applicable to all staff employed by CREST 
 
All employees should be informed of the standards of conduct and work 
performance expected of them 
 
A copy of this policy and procedure will be given to all staff during their 
induction period 
 
All staff should be familiar with the content of this policy and procedure 
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DISCIPLINARY PROCEDURE 

 
 
1.  GENERAL PRINCIPLES 
 
This procedure will be applied in accordance with the policy statement and the 
following principles 
 
 

a. The responsibility for maintaining discipline rests with the Line 
Manager, Manager of CREST or Chair of the Management Committee 

b. Precautionary suspension will only be used during an investigation 
when circumstances as set out in Section 8 apply 

c. At every stage in the procedure, the employee will be advised of the  
           nature of the complaint against them and be given an opportunity to  
           state their case before any decision is made. 
      d. At each stage of the procedure the employee may be accompanied or 
           represented by a colleague 
     .e   An employee will have the right to appeal against any formal  
           disciplinary action 

a. The procedure may be implemented at any stage if the alleged offence 
warrants such action 

 
 
 Disciplining Managers 
 

 For the purpose of this procedure the Line Manager is the 
disciplining manager for staff for all stages of this procedure up to 
and including first written warning or the Manager of CREST in the 
event that disciplinary action has to be taken against the Line 
Manager 

 Final written warnings and dismissal may only be carried out by the 
Manager of CREST 

 
2. ACTION SHORT OF DISCIPLINARY ACTION 
 
Counselling  It is the intention that, wherever possible, any actions of 
employees which gives cause for concern, should be dealt with outside the 
disciplinary procedure.  Where such situations arise the Manager should 
speak to the member of staff in private about their concerns and give every 
assistance to ensure that they are aware of the reasons for concern and are 
enabled and encouraged to modify their behaviour.  The Chair would act in 
this capacity for the Manager of CREST.  Such counseling is outside he 
disciplinary procedure. 

 
Work Performance  It is the Manager’s responsibility to ensure that     
employees are aware of and understand the required standards, and are 
trained to carry out work to those standards and are responsible for 
monitoring performance and supporting staff to achieve the requisite 
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performance.  Performance should be regularly discussed as a continuous 
part of the Managers/Chair’s role in seeking to improve standards 
This is not part of the formal procedure and therefore is not recorded.   
An employee who fails to respond when capable of doing so should  

      be made aware that failure to improve could lead to disciplinary action        
 
      3.   STAGES OF DISCIPLINARY ACTION 

  
There are four stages of disciplinary action.  It is emphasized that these would 
normally be taken in sequence.  However, there will be circumstances, 
depending on the seriousness of the offence when it will not be appropriate to 
proceed through all the stages 
 

 Informal Verbal Warning (Section 4) 

 First Written Warning      (Section 5) 

 Final Written Warning     (Section 5) 

 Dismissal                        (Section 5) 
 

Informal Verbal Warning 
 

a. A verbal warning will normally be given for first or minor breaches of 
      acceptable standards of conduct or performance 
b.  The employee will be advised of the reason for the warning, that it is 

the informal stage of the disciplinary procedure and the 
consequences of further breaches or failure to improve, may be 
formal disciplinary action 

c. The Manager will keep a record for a period of six months after which 
it will be deleted from the record 

 
5.  Formal Disciplinary Procedure 

 
First written warning 
      
a.   When no improvement has resulted, following the informal warning, 

or in cases of more serious misconduct, a first written warning may be 
given by the Disciplining Manger 

b. A formal disciplinary hearing will be held (section 7) and if the Line 
Manager considers disciplinary action to be justified the employee will 
be informed. 

c. A first written warning will be issued within three working days of the 
hearing and will specify: 

 

 The nature of the offence 

 a clear statement of the reason for the warning 

 that a repetition of the offence, or similar, or related offences may 
lead to further disciplinary action 

 a statement of standards required for the future, and, if appropriate, 
a review period 

 the employee’s right of appeal 
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d. The formal written warning will be retained on the employee’s file.  
This will normally be disregarded and removed from the file after a 
period of six months’ satisfactory conduct 

 
Final written warning 
 
e. If there is a repetition of the offence, or related offences, or an issue of 

misconduct sufficiently serious not to be tolerated again, the 
Disciplining Manger may determine to issue a final written warning 

f. The procedure set out in 5.2 and 5.3 above will be followed.  A final 
written warning will be retained on the employee’s file.  It will normally 
be disregarded after 12 months’ satisfactory conduct. 

g. In exceptional circumstances the CREST Manager/Chair may, after 
consultation, decide that the warning should remain in force for a 
longer period of time.  The duration in such cases will be stipulated at 
the disciplinary hearing and in the letter confirming the warning.  In 
such cases the employee may request a review by the Disciplining 
Manger after 12 months 

h. The letter confirming the warning must state that this is the Final 
Written Warning and that any repetition or similar or related offences 
may lead to dismissal 

i. The right of appeal will be to the Chair of the Management Committee 
 
     Time Limits 
 

j. In normal circumstances, warnings will cease to be ‘live’ after the 
periods referred to above in Sections 5.4 and 5.7. There may, 
however, be occasions where an employee’s conduct is satisfactory 
throughout the period the warning is in force, only to lapse very soon 
thereafter.  Where such a pattern emerges, the employee’s disciplinary 
record may be borne in mind in deciding how long any current warning 
should last. 

 
k. Exceptionally, there may be circumstances where the misconduct is so 
       serious that it cannot realistically be disregarded for future disciplinary 
       purposes.  In such circumstances it should be made very clear that the 
       final written warning can never be removed and that any recurrence 
       will lead to dismissal. 

 
         The employee may request that this is reviewed after a period of 2  
         years. 
 
Termination of Employment - Dismissal 
 

l.  If there is no improvement after informal and formal warnings, the final 
       stage of the procedure may be invoked and the employment 
       terminated. 
m. Dismissal will normally involve getting either the requisite period of 

notice or payment in lieu of notice.  The exception is summary 
dismissal (see 5.r) 
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n. If dismissal is being considered, the Dismissing Manager will lead the 
disciplinary hearing  

o. The decision to dismiss will be confirmed in writing to the employee 
within 3 working days 

p. The letter must confirm 
- the nature of the offence 
- a clear statement of the reason(s) for dismissal, with a summary 

of the evidence on which this was based 
- the effective date of termination 
- the right to appeal – addressed to the Management Committee 

within 21 days of the date of the letter 
 
    Summary Dismissal 

 
q. Summary Dismissal (ie dismissal without pay or without pay in lieu of 

notice) will only take place for gross misconduct.  The procedure set 
out in paragraph 5a will be followed.  The employee must be advised 
that the disciplinary hearing may result in dismissal 

r. In cases of summary dismissal the process outlined in 5p will apply. 
 
6.  Investigation 
 
When any matter of discipline arises, the manager should establish the facts 
without delay.  The employee should also be given clear information about the 
allegations 
 
The investigation may include obtaining information and/or statements from 
 

 Any person who either witnessed the alleged offence or can offer 
relevant information 

 The employee against whom allegations have been made 
 
Such people should be advised of their rights of representation, prior to 
offering information. 
 
They should also be advised that any statement may be used in any 
disciplinary hearing and may be given to the individual against whom the 
allegations have been made 
 
Anyone submitting a statement should be given a copy of their statement 
 
Where statements are available, they should be given to the employee 
against whom the allegations are made after that employee has made their 
statement. 
 
After consideration of all the facts and evidence, the disciplining manager will 
decide whether any action is appropriate.  Disciplinary action, (if any) should 
not be decided until the investigation is complete, regardless of how 
straightforward the alleged offence appears. 
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If no action is to be taken, the employee will be informed.  If disciplinary action 
is thought appropriate, a formal disciplinary hearing will be arranged. 
 
7.  Disciplinary Hearing 
 

a. If a disciplinary hearing is necessary, this should be arranged within 3 
working days from the decision, unless exceptional circumstances 
require a longer period of notice.  Notice will be given in writing. 

b. The purpose of the hearing is to ensure that all aspects of any 
allegations are fully heard and documented.  The outcome will be a 
clear decision on whether or not disciplinary action is taken.  The 
decision should be notified to the employee immediately it is made, 
following the hearing, and confirmed in writing. 

c. Written statements to be used by management should be made 
available to the employee in advance.  At the hearing, if the facts 
contained in any written statement are disputed, either side may 
request the author to attend the hearing to clarify the content by 
questioning from either party. 

 
8.  Precautionary Suspension 
 

a. Suspension from duty is a precautionary measure.  It shall not be 
regarded as a disciplinary action but as a holding measure pending 
enquiries and investigation  The individual should not be financially 
disadvantaged, therefore suspension is on full pay 

b. It is appropriate in cases of alleged misconduct where: 

 It is considered unsafe or inappropriate, or not in the best 
interest of the employee to continue working during the 
investigation 

 It is felt that summary dismissal is a possibility 

 The employee appears to be incapable of undertaking their 
duties when required to do so 

 The presence of the employee constitutes a serious risk to 
clients, colleagues or themselves 

 The conduct of an employee is subject to criminal charges and 
alleged offences which are connected with or may affect the 
employee’s duties or suitability for duties. 

c. Suspension should only normally take place after consultation with a 
member of the Management Committee.   

d. The suspension will be confirmed in writing, giving, the reason  The 
letter should also confirm that during the suspension the employee is 
not permitted on the premises without permission 

e. Every effort should be made to ensure that suspension is for as short a 
period as possible.  Where this seems likely to exceed two weeks, the 
employee will be notified in writing of the reason for the delay 

f. Employees who are suspended will be required to be available at any 
reasonable time to assist in the investigation and to attend any 
hearings 
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9. Offences Against the Law 

 
a. Where events in a work environment are the subject of police 

investigations or legal processes, CREST will have the 
discretion to proceed with suspension, local investigations and 
disciplinary action in accordance with this procedure.  Such 
action may be taken without awaiting the outcome of any 
prosecution. 

b. Consideration needs to be given as to whether offences, either 
alleged or proven, should be subject to disciplinary action 

c. This will not happen automatically.  The main consideration will 
be whether the offence is one which makes the employee 
unsuitable for his or her type of work.  Due regard will be given 
to the disciplinary rules 

d. Although an employee may have been charged, or has been 
convicted of an offence outside employment, this will not 
automatically be regarded as a reason for dismissal or any other 
disciplinary action 
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PROCEDURE FOR APPEALS 

 
 
1.  Purpose 
 
             The purpose of an appeal under this procedure is to consider whether action 

taken by the disciplining manager was reasonable, taking account of the 
evidence available to him/her.  It is not a re-hearing of the evidence 

 
2.  Time Limits 
 

 A written notification of appeal must be submitted to the Chair of the 
Management Committee within 21 days of the date of the letter confirming 
the disciplinary action taken 

 The hearing of the appeal should take place within 21 days of the receipt of 
the notification of appeal 

 At least 7 working days notice of the date of the appeal hearing will be given 
 

3. Statements 
 

 A written statement clearly stating the grounds on which you disagree with 
the decision of the disciplining manager must be submitted.  The appeal will 
be confined solely to the grounds raised and will not normally be a re-
hearing of the evidence 

 The statement of grounds of appeal must be sent to the Chair of the 
Management Committee not later than 7 working days after the appeal was 
formally lodged 

 The Manager will be required to prepare a similar statement of the reasons 
for the disciplinary action, which must also be sent to the Chair of the 
Management Committee not later than 7 working days after the appeal was 
formally lodged. 

 No arrangements will be made for an appeal hearing until adequate 
statements of case are received from both parties. 

 Statements will be circulated to both parties 7 working days prior to the 
hearing 

 
4. Hearing 
            
            An appeal against a written warning will be considered by a member of the 
             Management Committee who has not been previously involved 
 
5. Representation 

 
            Appellants are entitled to be accompanied. 
             
             The role of the representative is to present the case on behalf of the appellant,   
              if the appellant wishes, and represent their interests 
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