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SLOUGH BOROUGH COUNCIL 
 
REPORT TO:     Employment & Appeals Committee DATE:   24 January 2013 
 
CONTACT OFFICER:   Kevin Gordon, Assistant Director Professional Services  
 
AUTHORS: Karen Stoneham, HR Business Partner) 
(For all enquiries)   (01753) 875781 

       
WARD(S): All  
 
 

PART 1 
FOR INFORMATION AND DECISION 

 
Update on Wellbeing Strategy 

 
1 Purpose of Report 
 

This report provides an update on progress made on the Wellbeing Strategy, since the last 
report of 30 October 2012. 
  

2 Recommendation(s)/Proposed Action 
 

The Committee is requested to Resolve that the ongoing Wellbeing Initiatives set out in the 
report be noted.   
 

3 The Sustainable Community Strategy, the JSNA and the Corporate Plan 
 

Sustainable Community Strategy Priorities 

• Health and Wellbeing – the initiatives outlined within this report will encourage staff to 
improve their health and wellbeing. 

  

Corporate Plan 2012/13 
 

The Wellbeing Strategy updates outlined within this report meet the Corporate Plan’s 
objectives as follows: 

 
1. Improve customer experience by improving the physical, mental health and wellbeing 

of staff, which will increase productivity, performance and provide a greater customer 
experience; 

 
2. Deliver high quality services to meet local needs by increasing attendance at work, 

which will in turn increase productivity and improve morale of the workforce. This will 
result in an improved customer satisfaction level from the community on services 
provided; 

 
3. Develop new ways of working by introducing a change in how managers deal with 

sickness absence which will ensure consistency in approach and issues are promptly 
resolved with specialist advice and support; 
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4. Develop a skilled and capable workforce by ensuring that all managers are trained in 
the new sickness absence policy and develop their management skills to deal with 
performance management issues effectively and consistently; 

 
5. Improvements in performance management will result in an overall reduction of 

working days lost, an associated reduction in agency costs and achieve value for 
money. 

 

4 Other Implications 
 
(a) Financial 
 
 
The 2012/2013 budget allocation of £5,000 has been spent on delivery of initiatives in this 
Invest to Save Project. 

 
The Council are currently reporting an annual 10 fte days lost per employee.  The actions / 
proposals included in this report anticipate and aim towards a reduction to 6 fte days by 
2014/2015. 
 
(b) Risk Management  
 
Risk Mitigating action Opportunities 

Legal We have met the statutory 
consultation timescales with our 
Joint Trade Unions and have 
complied with the Green Book 
Conditions. 

 

Property None  

Human Rights None   

Health and Safety None To encourage all staff to 
consider their working 
environment, their 
responsibilities for their 
own health and safety 
and worklife balance. 

Employment Issues • All staff are affected by the 
Employee Wellbeing Initiatives 
and have been invited to 
participate.   

• The Sickness Absence Policy 
has been reviewed with our 
Trade Unions and statutory 
consultation timelines have 
been met.  However this 
review does not affect any of 
their employment rights. 

 

 

Equalities Issues None The review of the 
sickness absence policy 
has been conducted 
with representatives 
from the Disability 
Forum to ensure that 
our disabled staff are 
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treated fairly and 
consulted with the 
group. 

Community Support None  

Communications A Communications Plan has 
been established supported by 
the Wellbeing Project Group and 
CMT to ensure that all Wellbeing 
Initiatives are corporately 
advertised to all staff.   

The Communications 
Plan will be continually 
updated as initiatives 
are completed / 
developed. 

Community Safety None  

Financial  None Reduction from 10 days 
lost due to Sickness to 6 
days lost which will give 
the Council a financial 
saving and increase 
productivity levels. 

Timetable for delivery April 2013 – launch of new 
sickness absence balanced 
scorecard. 
 
Ongoing programme of Wellbeing 
Initiatives. 

 

Project Capacity None  

Other None Need to work with 
specialist experts (e.g. 
Occupational Health, 
NHS and PCT) 

 
(c) Human Rights Act and Other Legal Implications  

 
We have met the statutory consultation timescales with our Joint Trade Unions and have 
complied with the Green Book Conditions. 
 
(d) Equalities Impact Assessment   
 
An Equalities Impact Assessment has been undertaken for the Wellbeing Strategy update 
and is attached as Appendix A. 

 

(e) Workforce  
 
All staff are affected by the Wellbeing Strategy and the unions are members of the 
Wellbeing Project group. 
 

5 Supporting Information 
 

Wellbeing Initiatives 
 

5.1 Further to the last Employment and Appeals Committee on 30th October 2012, the 
 Wellbeing Project Group have met and have produced a project plan. 

 
5.2 The group have been successful in delivering the following initiatives:- 
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• Health Kiosk where staff could find out information about their  Health, Including body 
mass index, blood pressure etc, held on 5 different staff sites for three weeks in 
September. Over 70% of the workforce accessed the kiosk.  A six month follow up in 
March 2013 is planned.   

 

• Health Fair – 2 and 17 October 2012 – This was a successful event and 78 people 
attended.  An update report is attached.   
 

• Leisure activities – Feel Good Factory – free taster sessions in September 2012 of which 
208 sessions were taken up.   

 
5.3 The Occupational Health contract is in place and has a proactive approach to encourage 

early intervention and appropriate management action. See Appendix B.  The last six 
month reporting period shows that there have been an average of 27 management 
referrals as opposed to previous providing showing an average of 23 referrals.  There has 
therefore been a small increase and it is anticipated that referrals will continue to increase 
over the next quarter as the absence management process becomes further embedded 
within the Council.  Monthly contract meetings are held with the provider to monitor 
effectiveness and delivery outcomes. 

 
5.4 Training on the new policy has been made a mandatory requirement for all managers.  All 

seven training sessions are fully booked and an additional six have been added to the 
programme, in summary a total of 113 staff have attended (40%) Further training 
requirements will be assessed as part of the project plan. 

 
5.5 In support of the new Sickness Absence Management Policy a new, interactive, guidance 

for managers document has been produced and will be released in February 2013.  It will 
form part of the manager’s portal on the council’s staff insite with an aim of being more 
user friendly and easy to use.  In addition, a manager’s “How to do” sheet has also been 
created to provide managers a quick and speedy reference to absence management.  
(Draft attached at Appendix C) 

 
5.6 A sickness absence balanced scorecard has been developed to support the Council to 

capture and measure management data to enable managers to efficiently and effectively 
manage absence.  The scorecard measures the level of compliance by managers with the 
new policy, providing a check that management action in the form of sickness 
management meetings, referral to Occupational Health and pay stoppages have been 
carried out   The pilot study undertaken in one Directorate in late December proved to be 
successful and received positive feedback.  Amends are being made and the new 
scorecard will be rolled out to all Directorates.   It is anticipated that the results of the 
Scorecard will be available to share at the next Committee meeting. 

 
5.7 A Communications Plan has been developed to ensure that any Wellbeing Initiative is 

publicised corporately and linked to the Wellbeing Strategy. 
 
5.8 The Wellbeing Project Group are scheduled to meet on 31 January 2013 to discuss 

ongoing plans  and future initiatives to include:-  
 

• “Pace along with your Pedometer!” an internal “fun” competition to encourage staff 
to walk more, take the stairs instead of the lift, burn off those calories and reduce our 
carbon footprint.  This will be open for all teams of the Council to take part in. We are 
currently seeking corporate sponsors for the supply of the Pedometers and prizes for 
the team that has “clocked” up the most miles!   

• Super Bowl League – setting up of teams to play ten pin bowling.  
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• Ice Karting Grand Prix– setting up of teams to take part in local Grand Prix. 

• Further promotion of activities already taking place to encourage more participation. 
 
5.9  Summary of outcomes and benefits 

 
 On reflecting on progress to date the following benefits will be achieved; 
 

• Meaningful, accurate and up-to-date reporting on absence management in the form of 
the Sickness Absence Balanced Scorecard. This will identify areas that are subject to 
increased sickness and require additional support re management of the process to 
ensure consistency in application throughout the Council. 

• Appropriate and effective management training to develop management skills and 
competences in dealing with sickness absence issues. 

• Manager’s Guidance and resources to improve knowledge and understanding of the 
process to enable effective and efficient management of absence. 

• Proactive management of absence by early referral to Occupational Health to quickly 
address any ongoing health issues which may result in long term absence. 

• Future initiatives planned for the wellbeing of staff promotes a positive and supportive 
environment, improves moral, attendance, productivity and the overall psychological 
contract of the employee with the employer.  

 
Healthy, Happy and Here 

 
6 Appendices (attached) 

 
Appendix A – Occupational Health Management Information  
Appendix B – Update on Health Fair – October 2012 
Appendix C – Manager’s “How to Do” sheet 
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Appendix A 
 

TOTAL DAYS LOST PER MONTH - Effective July 2012      

     

New 
Absence 
Policy  

     ▼  

  31-Jul 31-Aug 30-Sep 31-Oct 30-Nov 31-Dec 

         

HEAD COUNT (2012/13) 1382 1416 1424 1432 1440 
Available 
31st Jan 

Sickness Days Lost in the year 2012/13 (per fte) 1.4 1.7 2 1.5 1.7 
Available 
31st Jan 

         

HEAD COUNT (2011/12 1620 1613 1618 1578 1584 1581 

Sickness Days Lost in the year 2011/12 (per fte)  1.3 1.4 1.3 1.1 1.1 1.3 

          

NUMBER OF REFERRALS made to OH 26 31 21 31 26 29 

              

Number of staff  with 40+ sickness days in the 
rolling year 65 65 64 59 63 

Available 
31st Jan 

         

Number of staff with 10-39 sickness days in the 
rolling year 215 218 221 236 228 

Available 
31st Jan 

              

% staff who Did Not Attend an OH Appointment 
following a referral (DNA's)   11.30% 11% 17.80% 9.30% 4.60% 

              

Notes:              

              

1. introduction of the new policy has had a positive impact to 
date on the number of DNA’s being reduced because of the 
penalty for non-attendance ie reverting to SSP if off sick  or 
management instruction if at work.             

2. The previous OH provider reported an average of 23 
referrals per month in their final report to SBC, so there is a 
small  increase in referrals since the OHW contract 
commenced.             
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Appendix B 

 

 

 

 

 

 

 

 

 

 
 

Health and Wellbeing Fair 
2
nd
 October 2012 

 
Feedback Report 
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How did you come to hear about the Health & Wellbeing 

Fair? 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Word of mouth and the Intranet was the most successful form of media for 
advertising the Health and Wellbeing Fair, whilst Grapevine made the least 
impact. 
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Which building do you work at?  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The vast majority of those who attended the fair on the 2nd October work at 
The Centre, with only one person attending from Landmark Place. Therefore, 
further advertising at Landmark Place and other council locations may need to 
be considered for the Health and Wellbeing fair on the 17th.  
 
 
 
 
NB: Other = Those who work in a different location to the one’s stipulated on  
                     the form but failed to specify what building.  
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Which Directorate are you from? 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The vast majority of those attended the Wellbeing Fair on the 2nd were from 
the RH&R Directorate – this maybe reflective of the location.  
Any further advertising may need to be steered towards the WB Directorate 
and the CE Directorate who had zero attendance.  
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What did you find the most and least constructive and 
why? 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When asked to provide feedback many people simply said ‘all of it was 
constructive’ and that ‘nothing lacked appeal’. However, I have acknowledged 
the responses of those who were more specific in the table above.  
It would appear that the vast majority of people found the Drug and Alcohol 
team to be most constructive, stating that it was interesting to find out how 
many units of alcohol they consume and how this could affect their health. 
Meanwhile, the least appealing stand was the Smoking Cessation, I must 
point out however, that the only reason people gave for choosing this stand 
was because they themselves do not smoke and so found it irrelevant.  
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Did you find the venue convenient?  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you can see the overwhelming majority of people who attended the fair 
found it a convenient location – mainly because the majority of those who 
attended work at The Centre. Only one person found the location 
inconvenient, reason unknown. 
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Would you like the event to be held during lunch hours? 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
44 out of the 63 people who answered this question would like this event to be 
held during lunch hours, however we have tried to hold these events at 
different times to encourage attendance from other sites (e.g. residential). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yes

No
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Do you feel that the Health & Wellbeing Fair has achieved 
its task in motivating people to consider their lifestyle? 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Additional Comments 

o Good event 
o Very informative 
o Well organised 
o Wish to have more events like this in the future 
o Enjoyable 
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To be read in conjuction withthe policy and guidelines

� The manager will meet with the employee monthly to review sickness.The manager may have asked the employee to bring in a doctor’s notefor each time they are off sick. If they don’t provide the note their salarywill be stopped.

Payroll(5327)

Manager’sInstructionManualStage Oneand OH

Manager’sInstructionManualStage One

As soon as the employee is not well enough to attend work, they must telephone their managerto let them know. The employee will ring the manager daily to update unless they have got adoctor’s note. Between them, they will agree how often they need to contact each other whilstthe employee is off sick.

Payroll(5327)

Payroll(5327)

Manager’sInstructionManualStage Two
Manager’sInstructionManualStrategicDirectorReview

� The manager will meet with the employee monthly to review sickness. Ifno further sickness no further action taken. If they have still been off sickthen they will go forward for a strategic director review. The managerwill make a recommendation for dismissal.

� If the employee has not been off sick since the stage one meeting then nofurther action will be taken. If they have still been off sick and manager isunhappy about progress, the manager can then use stage two. 

� If the employee is still unwell, they will have been to get a doctor’s noteeither before or no later than the 8th day of being sick. The employee willgive the note to the line manager. If the employee does not do this, themanager will contact payroll and stop payment of their salary until thenote is received.
� As soon as the employee returns to work, the manager will arrange tomeet with the employee and do a return to work meeting and completethe sickness form. If the employee has been off sick for 6 days or moreduring the past 6 months, then a formal meeting (stage one) will need tobe held and a referral made to occupational health.
� If the employee has been off sick for 4 consecutive weeks or more in thepast 6 months this would count as long term sickness and the managerwould then need to hold a formal meeting (stage one). 
� If the manager makes an appointment for the employee withoccupational health and if they don’t attend, the employee will onlyreceive Statutory Sick Pay. This will be paid until employee attends andthen they will get their money back.

HR
/5
86
5/
26
-1
1-
12

How to...Manage absence

Appendix C
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SLOUGH BOROUGH COUNCIL 
 
REPORT TO:                Employment & Appeals Committee    DATE: 24th January 2013 
 
CONTACT OFFICER:   Julie Bell and Surjit Nagra, HR Business Partner  
(For all enquiries)   (01753) 875611 / 5727 

       
WARD(S): All  
 

PART I  

For Information  
 

Use of Suspensions  
 

1 Purpose of Report 
 

The purpose of this is to update the Employment and Appeals Committee on how the 
suspension process is applied in disciplinary cases. 
 

2 Recommendation(s)/Proposed Action 
 

The Committee is requested to note the report. 
 
3 Other Implications 

 
(a) Financial  
 
There are no financial implications associated with this report.  
 
(b) Human Rights Act and Other Legal Implications  
 
There are no Human Rights and other Legal Implications. 
 
(c) Equalities Impact Assessment   

 
The suspension process is contained within the disciplinary Policy and Procedure. 
The Policy had an Equality Impact Assessment undertaken when it was reviewed. 
 
It is considered that there are no disproportionate impacts on any specific groups of 
staff. When an allegation of misconduct occurs which is deemed to be gross / serious 
misconduct then consideration is given to suspending the employee in relation to the 
nature of the allegation. 
 
(d) Workforce 
 
The provision of the suspension process promotes and supports the Council’s wishes 
to protect the employee and the organisation in cases where there are allegations of 
gross / serious misconduct whilst a formal investigation is being undertaken.  
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4 Supporting Information 
 
4.1  Background 
 

4.2 Suspension, or the temporary removal from work is used in the Council where 
allegations of serious misconduct are made against an employee, and it is 
considered that in the best interests of the investigation, or the employee, that the 
employee should be away from the workplace while the matter is being 
investigated. Further it will be used if one or more of the following are believed to 
apply if the employee continued to work normally: 

 
(a) Other employees may be persuaded or coerced into making false statements. 
 
(b) Other employees may feel constrained from co-operating fully with inquiries. 
 
(c) Further thefts or misdemeanours may be committed. 
 
(d) Evidence may be destroyed or tampered with. 
 
(e) It will not be possible to conduct a full and fair investigation. 

 
4.3 Suspensions are used in cases where allegations which, if proven, will constitute 

serious misconduct and potentially lead to dismissal. It should be noted that 
employees can be dismissed for a first offence (if proven as gross misconduct) and 
a failure to suspend may imply (e.g. to an Employment Tribunal) that the alleged 
offence had not been treated with sufficient seriousness in its early stages, making 
the penalty unreasonable and unfair. 

 
4.4 At Slough where an incident has occurred or an allegation has been made a 

preliminary investigation is undertaken. This preliminary investigation is used to 
identify whether a formal investigation is required. If this is required then suspension 
is considered using the above mentioned factors.   

 
4.5 During the discussions of whether to suspend an employee or not, managers are 

also required to see whether there is a viable alternative to the suspension e.g. a 
temporary transfer to another location or post.  However, this will depend on the 
seriousness and nature of the incident.  A decision to suspend must be approved by 
a Strategic Director or their nominated deputy. 

 
4.6 A suspension from work is therefore a precautionary measure (or neutral act) and 

does not imply guilt. For this reason employees are suspended on full pay inclusive 
of contractual allowances. The only occasion where this may not be the case is 
where an employee has refused suitable alternative employment within the Council 
as a viable alternative. 

 
4.7 Employees are informed in writing of the reasons for suspension and the nature of 

the allegations. It is agreed with the employee what will be communicated to the 
employee’s colleagues regarding the reason for the absence from the workplace. 

 
4.8 A Contact Officer is nominated who will undertake contact with the suspended 

employee during the period of suspension.   This is a neutral role and the Contact 
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Officer may be asked to pass on information regarding the progress of the 
investigation, as well as any update on team or organisational changes. 

 
4.9 All suspensions are regularly reviewed, and if they need to continue beyond the 

period of the investigation, the employee is informed. 
 
4.10 The length of any suspensions is dependent on the nature of the allegations and 

the complexity of the investigation required.  Suspensions should be for the 
minimum period necessary and are kept under review for this reason. In cases 
where the police are also involved their investigation has primacy and this can lead 
to an extended period of suspension, whilst the criminal proceedings are concluded.   

 
4.11 Two of the lengthiest suspension cases involved Safeguarding allegations that 

required investigation by external agencies.  In these circumstances the council 
often has to await the outcome of an external investigation before it could begin its 
own internal proceedings. 

 
4.12 In the 12 months to Jan 13 a total of 10 employees have been suspended. The 

average length of suspension was 16 weeks. The shortest suspension period was 4 
weeks and the longest was for 41 weeks.  

 
4.13 Suspension Outcomes     
 

Number of 
Staff  

Outcome 

1 Final written warning 

2 Verbal warning 

2 Awaiting Disciplinary Hearing 

2 Reinstated before Disciplinary Hearing  

2 Current Investigation  

1 External Investigation  

 
4.14 All the suspensions in the last 12 months have met one or more of the bullet points 

listed in Para 4.2. In all cases consideration was given to whether viable alternative 
to the suspension could be made.    

 
5. Background Papers 
 

None. 
 
6. Appendices 
 

Appendix 1 - Disciplinary Policy and Procedure. 
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Title Disciplinary Policy & 
Procedure 

Type: Employment Policy  

Distribution All managers and staff via SBCNet 

Approved by:  Employment & Appeals Sub-committee 7 April 2008  

Issue Date: April 2008  

Review Date:  April 2009  

Replaces Policy:  SBC Disciplinary Policy & Procedure 

Contact for 
guidance 

Colleen Sherlock 
Human Resources Services Manager 
Slough Borough Council 
01753 875782 
Colleen.sherlock@slough.gov.uk
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3

POLICY STATEMENT 

The Council’s aim is to deliver high quality services and it recognises that this 
commitment to quality must be reflected in the work and conduct of all its 
employees. 
This will be achieved by:- 
• promoting and valuing excellent standards of conduct and integrity among 
employees; 
• managing disciplinary matters promptly, effectively, fairly and lawfully, in 
accordance with the ACAS Code of Practice. 

The disciplinary procedure should be used as a management tool to improve 
standards of conduct in the workplace, to identify issues of poor or 
unacceptable conduct and lead/direct the employee towards better standards 
of conduct. 

1.  SCOPE 

1.1  This procedure applies to all employees at Slough Borough Council. It excludes 
employees who are within their probationary period of service (refer to the 
Probationary Procedure). It also excludes the Chief Executive, Appointed S151 
Officer and the Monitoring Officer and all staff employed under JNC Conditions for 
Chief Officers, who are covered by separate procedures. This policy does not apply 
to school-based staff who are under the control of Governing Bodies, however a 
separate policy is available for schools to adopt if they choose.  

1.2 This policy should be read in conjunction with the Manager’s Guide to Handling 
Disciplinary Issues Effectively and the Employee’s Guide to the Disciplinary 
Procedure. 

2.  KEY PRINCIPLES 

2.1 All matters relating to disciplinary issues or outcomes must be kept strictly 
confidential by managers and employees. The implementation of management 
recommendations should avoid reference to the name of the employee or the 
disciplinary proceedings from which they arose. Breaches of confidentiality relating 
to disciplinary issues may be treated as disciplinary allegations in their own right. 

2.2  In applying this procedure managers are expected to:- 

• ensure that all employees are aware of the standard of behaviour that is 
expected of them and the action they face if they fail to meet these standards of 
conduct;  

• ensure, as far as is reasonably practicable, that employees are aware of any 
specific rules or standards of behaviour within their particular area of work 
which, if breached, could constitute misconduct or gross misconduct. 

• deal with matters confidentially, consistently, promptly, in line with natural 
justice principles and in a non-discriminatory way;

• seek Human Resources advice at all stages of the procedure in advance of any 
steps being taken; 
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• make ‘reasonable adjustments’ to ensure equality of access is guaranteed for 
all; 

• where allegations are against a trade union official, the manager must inform an 
appropriate official of the union and the Strategic Director of Human Resources 
(or their nominee) prior to formal procedures taking place, other than an 
informal warning; 

• ensure that any employee subject to proceedings has a current copy of the 
procedure; 

• keep adequate and accurate records of all disciplinary investigations and 
hearings. 

2.3 In order to comply with legislative requirements, best practice and the ACAS Code 
of Practice, employees’ have the right:- 

• to be accompanied/represented by a trade union representative or work 
colleague at any formal meeting concerned with this procedure; 

• to a minimum of 10 working days written notice of any hearing; 

• to be informed of the allegations during an investigation; 

• to be informed of the possible consequences if the allegations are 
substantiated; 

• to request a reasonable postponement of a meeting if the employee or their 
representative is unavailable to attend for a good reason; if a postponement is 
necessary this will only be rearranged once within 5 working days subject to 
management availability; 

• to state their case and have this taken into account at a disciplinary hearing 
before any disciplinary action is considered; 

• not to be dismissed for a first offence, except in cases of gross misconduct; 

• to have any recorded formal warnings given under the procedure disregarded 
for future action after the stated time. 

2.4 If an employee resigns and formal proceedings are being considered or have 
started, the investigation may continue to an appropriate conclusion at 
management’s discretion. HR advice should be taken on this and any subsequent 
reference requests relating to the employee. 

3.  PRELIMINARY INVESTIGATION 

3.1 When an alleged misconduct emerges a preliminary investigation needs to be 
undertaken as soon as possible by the line manager or another nominated 
manager, and reviewed with HR.  The aim of the preliminary investigation is to 
gather sufficient evidence to determine if a problem exists and if a formal 
investigation is required. If it is found that a problem exists and a formal investigation 
is required, then consideration needs to be given to the seriousness of this and 
whether suspension needs to take place. The preliminary investigation may be an 
adult or child protection strategy meeting involving a number of agencies.   The 
preliminary investigation may recommend an alternative resolution to a formal 
investigation. 

4. SUSPENSION 

4.1 Suspension, or temporary removal of the employee from the workplace, may be 
necessary in serious cases where it would be detrimental to allow the employee to 
remain at work pending completion of an investigation and any disciplinary hearing, 
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as there may be a potential risk to the employee, colleagues, or other individuals, or 
risk to the investigation itself. Slough Borough Council considers that suspension is 
not a sanction in itself and is a neutral act.  

4.2 If it is necessary to suspend an employee, formal approval should be taken from the 
Strategic Director of the employing directorate or nominated deputy in consultation 
with Human Resources. The suspension must be confirmed in writing at the time of 
the suspension or within 5 working days.  As far as possible it should be agreed with 
the employee what will be communicated to the employee’s colleagues regarding 
the reason for the absence from the workplace. 

4.3 A Contact Officer will be nominated who will be an employee with no involvement in 
the case who will provide the employee with a communication link with the council 
should the suspended employee need to contact members of staff during the 
suspension.  This is a neutral role and the Contact Officer may be asked to pass on 
information regarding the progress of the investigation, as well as any update on 
team or organisational changes. 

4.4 Consideration should be given to whether there is a viable suitable alternative to the 
suspension, e.g. a temporary transfer to another location or post. Employees will 
normally be suspended in cases of potential gross misconduct but depending on the 
nature of the gross misconduct it may be possible to find alternative work as 
suspension should be avoided if at all possible. The employee will retain the pay 
they would have received if at work during the period of suspension unless they 
have refused suitable alternative employment within the Council. 

4.5 Suspension must be subject to regular review, and may need to continue beyond 
the period of the investigation. This must be confirmed in writing to the employee.  
The investigating officer should update the employee regularly on progress towards 
completion of the investigation, and ensure the Contact Officer is updated similarly. 

5. INFORMAL STAGE 

5.1 If conduct is not satisfactory and is minor in nature then a manager can give a verbal 
warning, that is not a disciplinary warning. This should be discussed in a private 
meeting between manager and employee. The format of the meeting should include 

• the manager should state the conduct that is not satisfactory 

• discussion of any reasons for the unacceptable conduct 

• the manager should state clearly the conduct expected, including any 
timescales if appropriate 

• the manager should state that if the conduct does not improve to the standard 
required, then the manager may initiate disciplinary proceedings 

• any commitment from the manager to support the required improvement in 
conduct. 

This should be confirmed in writing to the employee. If the employee disagrees with 
the verbal warning they may put their objection in writing within 10 working days of 
receipt of the letter and this will be kept on their personal file along with the warning.  

 This warning will normally be disregarded after 12 months. 
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6. INVESTIGATIONS  

6.1 Before taking any disciplinary action an appropriate investigation must be 
undertaken. Depending on the circumstances, seriousness or complexity of the 
case, the line manager, or another manager (who could be from another directorate) 
will undertake the investigation, and will be referred to as the Investigating Officer. 
HR will support the Investigating Officer as appropriate.  Investigating Officers 
should have received Slough Borough Council approved training in Handling 
Disciplinary Matters. 

6.2 In some circumstances the allegations will arise from repeated minor misconduct 
and will be dealt with by the line manager, one to one, up to a point at which they 
should be investigated by an independent manager in order that management 
practices/procedures in the section can also be considered.  The same may apply to 
serious misconduct or complaints where an independent Investigating Officer may 
be required. 

6.3 It is recommended that for complex investigations a Human Resources 
representative is part of the Investigating team, who will support the Investigating 
Officer and attend all interviews in order to give a fuller and through consideration of 
any evidence and issues arising from the investigation.   

6.4 The Investigating Officer will: 

• establish the facts of the case and gather evidence; 

• interview the employee and any appropriate witnesses; 

• ensure individuals being interviewed are aware of the purpose of the 
investigation and that any information obtained may be used in the course of any 
subsequent disciplinary hearing; 

• ensure the employee under investigation is: 
– notified as quickly as possible in writing 
– given sufficient detail so that the allegation(s) being investigated can be fully 

explored 
– provided with a copy of the disciplinary policy and procedure  
– given an opportunity to offer an explanation and state their case; 
– conclude the investigation, taking HR advice at this stage. 

6.5 At the end of the investigation stage, the Investigating Officer should : 

• decide whether there is no case to be answered and drop the allegations 

• deal with them informally (there may be an alternative solution i.e. management 
recommendations, that does not lead to formal disciplinary, but may be dealt with 
informally by line manager or via another policy) 

• recommend if there is a case to answer at a formal hearing. 

For every case this decision should be taken in consultation with HR). 

If there is a case to answer at a formal hearing the Investigating Officer should: 

• review the initial allegations, amend the allegations with any appropriate changes 
arising from the investigation and decide if the allegations constitute misconduct 
or gross misconduct. Examples of actions, which may constitute misconduct and 
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gross misconduct, are given at Appendix 1. This is not an exhaustive list and is 
dependent upon the circumstances of the case.  

• prepare a written report on the outcome of the investigation and present the 
case, at the formal hearing. 

• Make any additional management recommendations if appropriate to be 
considered separate to the disciplinary hearing, confirming details of who and 
how the recommendations will be reviewed. 

7. NOTIFICATION OF HEARING 

7.1 If as a result of the investigation there is a case to answer a Disciplinary Hearing will 
be convened to consider the allegations.  This decision must be taken in 
consultation with Human Resources.  

7.2  Where it has been decided to proceed to a formal disciplinary hearing the employee 
will be advised in writing by the Investigating Officer and given at least 15 working 
days written notice. Shorter notice of the hearing may be mutually agreed. In 
exceptional circumstances, a deferment where further time is required to prepare for 
a hearing will not be unreasonably refused, but such a deferment will not normally 
exceed 5 working days. 

7.3 The letter should include as appropriate:- 
a) Marked Private & Confidential 
b) Date, time and place of the hearing; 
c) The specific allegations against the employee; 
d) The names of the members of the Panel conducting the hearing; 
e) The name of the Investigating Officer presenting the management case; 
f) Copies of all written evidence which will be referred to by management side; 
g) Names of any management witnesses who will be attending in person at the 

hearing; 
h) The employee’s right to be accompanied by a Trade Union representative or 

work colleague (a second copy of the letter should be provided for use by the 
representative); 

i) Reference to the employee’s right to call his/her own witnesses, present written 
submissions and witness statements; this information together with a list of the 
names of any witnesses must be supplied in writing to the delegated manager 
at least 5 working days prior to the hearing; 

j) A copy of the disciplinary policy and procedure and the notification of the 
disciplinary actions that may be taken by the panel (e.g. if dismissal could be 
considered); 

k) The requirement that the employee should confirm his/her attendance at least 5 
working days prior to the hearing; 

l) Consequences of non-attendance (i.e. that the hearing can proceed without the  
employee). 

7.4 Whenever possible, the letter should be hand delivered to the employee, where this 
is not possible (e.g. employee is suspended), the letter should be sent to the home 
address by recorded delivery. 

7.5 The suitability of the venue and arrangements for the hearing should ensure equality 
of access, for example the hearing may need to be held at a specific venue or 
location that is away from the workplace to ensure confidentiality. 
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8. DISCIPLINARY HEARINGS 

The Disciplinary Panel 

8.1 The Panel hearing the case will normally consist of three officers:- 

• a nominated manager to Chair the hearing (normally from the employee’s 
directorate) 

• another manager independent from the section or service concerned 

• a Human Resources representative. 

The Chair has discretion to call on technical or specialist officers to advise the panel 
(e.g. audit / legal). 

8.2 The authority to chair a disciplinary hearing will be dependent on the potential 
warning that may be applied and the nominated manager will be as follows: 

Disciplinary action up to and including 
dismissal 

Assistant Director or above 

Disciplinary action up to final written warning Head of Service or above 

All members, and as a minimum the Chair of the Panel, must have received Slough 
Borough Council approved training in Handling Disciplinary Matters. 

Witnesses 

8.3 Witnesses should only be called where relevant. They should only be present to 
give evidence and to be questioned. Witnesses will be warned that they should keep 
matters confidential and should not collude with any other witnesses. Details of 
proposed witnesses should be communicated to either party in advance of the 
hearing, as indicated above, and witness statements should be provided by both 
sides, wherever possible. There is guidance for witnesses in the Manager’s Guide to 
Handling Disciplinary Issues Effectively and the Employee’s Guide to the 
Disciplinary Procedure. 

  
8.4 Where the employee who is the subject of the disciplinary hearing calls witnesses it 

is the responsibility of the employee to arrange their release from work so that they 
can attend. It is the employee’s responsibility to obtain the witnesses’ agreement to 
speak on his/her behalf and to bring any relevant material. 

Conduct of Disciplinary Hearing 

8.5 The Council has a guide for the conduct of the hearing, which is attached as 
Appendix 3. However, the Chair of the Panel has the discretion to vary this to 
ensure fairness in the proceedings. In accordance with the order laid out in the 
guide, the Investigating Officer and employee are invited to present their cases in 
relation to the allegations and call witnesses. The manager, employee and panel are 
able to ask questions of the Investigating Officer and employee and any witnesses.  

8.6 A disciplinary hearing panel may receive a request to present information or 
evidence to the panel during the disciplinary hearing, that has not previously been 
seen by either the Investigating Officer or by the employee.  The panel should 
consider the reason why this information was not made available prior to the 
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hearing, its relevance to the proceedings, and whether it is reasonable to include the 
reviewed information.  The panel should decide whether the information should be 
included, or whether the hearing should be adjourned to permit additional 
investigation to take place. 

8.7 It may be necessary for brief adjournments to take place during disciplinary 
hearings. Either party may request an adjournment. The Chair will consider these 
requests. The panel’s deliberations take place in private. 

8.8 The Chair of the Panel presents the decision. This will normally be given verbally to 
both parties. The decision of the Panel should be confirmed in writing by no later 
than 5 working days after the end of the hearing, together with information on the 
right to appeal. A copy of the outcome letter will be retained on the individual’s 
personal file for the length of time stipulated in the letter. Notes of the hearing will be 
taken to support the panel. A copy of the notes of the hearing, but not the panel 
deliberations, will be agreed by the panel and given to the employee after the 
hearing. The notes are for information only as record of the event and should not be 
taken as full and formal minutes of the meeting.  

8.9 The panel may decide 

• there is no case to answer,  

• to refer the case for further investigation, 

• to take disciplinary action, in the form of a warning or sanction, 
and additionally,  

• to make management recommendations (that may include 
allegations/investigation against other employees) along with the details of 
who and how the recommendations will be reviewed. 

8.10 The severity of the sanction imposed will relate to the gravity of the misconduct and 
before reaching a decision consideration should be given to:- 
a)  the gravity of the offence and the evidence given at the hearing; 
b)  the employee’s explanation; 
c)  whether, on the balance of probabilities (i.e. that it has more likely to have 

happened than not) the Panel considers the allegation(s) has/have been 
proven; 

d)  the employee’s disciplinary record and general service; 
e)  any mitigating circumstances; 
f)  whether the proposed penalty is reasonable in all the circumstances; 
g) the penalty applied in similar cases in the past, although each case must be 

treated on its individual circumstances 
A checklist to assist in decision taking is attached at Appendix 4. 

9. DISCIPLINARY ACTION 

 The following formal actions are available: 

9.1 First Formal Written Warning: This is the lowest form of formal warning and is 
generally appropriate for minor offences. The warning should contain details of the 
misconduct and the improvement required in a given timescale, if appropriate. The 
warning should be given in writing indicating that a First Formal Written Warning has 
been issued and should be kept on the employee’s file. This will, normally, be 
disregarded for disciplinary purposes after 6-12 months. 
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9.2 Second Formal Written Warning: Generally, appropriate for serious offences 
or where there is an accumulation of minor offences. The warning should contain 
details of the misconduct and the improvement required in a given timescale, if 
appropriate. The warning should be given in writing and should be kept on the 
employee’s file. This will normally be disregarded after 6-12 months. The Panel may 
impose a longer time period for the warning but the reason for this should be made 
clear to the employee and be appropriate to the circumstances of the case. 

9.3 Final Formal Written Warning: Generally, appropriate for serious offences or 
where there is an accumulation of minor offences and a previous written warning is 
still “live”. However, in very serious cases, the final warning may in fact be the first 
warning issued. The warning should contain details of the misconduct and the 
improvement required in a given timescale, if appropriate. Employees should be 
advised that any further misconduct would result in dismissal. The warning should 
be given in writing to the employee with a copy placed on the employees’ file. This 
will, normally, remain “live” for a period of 12 months.  The Panel can impose a 
longer time period for this warning but the reason for this should be made clear to 
the employee and must be reasonable according to the circumstances of the case. 

9.4 Transfer to a lower graded post or differing terms & conditions: This should not 
be the norm but is available to be used in serious cases in addition to written 
warnings. The downgrading should be proportionate to the gravity of the offence and 
should be considered only after seeking Human Resource and, as necessary, Legal 
advice. The Strategic Director of the directorate should formally approve this 
sanction before it is communicated to the employee. In these circumstances, no 
salary or wage protection rights will apply. 

9.5  Impose a financial penalty or other requirement: This includes, e.g., making 
good a financial loss suffered by the Council; taking back money falsely claimed by 
the employee; the prevention of further incremental progression or withholding an 
annual increment or withholding a benefit or privilege. This can be done either 
independently of or in addition to other formal sanctions on the basis of the gravity of 
the offence. 

9.6  Dismissal: An employee’s contract of employment can be terminated in the 
following instances:- 
(i)  if a further instance of misconduct occurs during the currency of a Final 

Formal Written Warning; and/or 
(ii)  for a first incident of gross misconduct. 

Dismissal for misconduct will be by contractual notice or with pay in lieu of notice. 
Dismissal for gross misconduct will normally be effected immediately as gross 
misconduct is misconduct of such a serious and fundamental nature so that it 
breaches the contractual relationship between the employee and the Council. In the 
event that an employee commits and admits an act of gross misconduct, the Council 
will be entitled to terminate summarily the employee’s contract of employment 
without notice or pay in lieu of notice. The letter to the employee should confirm the 
last day of service and any payments or deductions due. 

9.7  A note explaining the disciplinary sanctions further is attached at Appendix 4. 

9.7 Applicability of Warnings 
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Warnings may be applied in sequence. However, the Panel has the discretion to 
apply the level of warning warranted by the seriousness of the case. In 
circumstances where an employee is subject to the application of both the capability 
and the disciplinary procedures, warnings given under the Council’s disciplinary 
procedure that are still current may also be taken into account when deciding on 
appropriate action under the Council’s capability procedure and vice versa. The 
manager should review performance against standards expected and may decide 
prior to the time of expiry if it is appropriate to extend the warning on file. 

10. APPEALS 

10.1 An employee has a right of appeal against any formal sanction issued after a 
hearing that has been convened under this procedure. An employee wishing to 
appeal must submit their grounds for appeal in writing to their Strategic Director to 
be received within 10 working days of the date of receipt of the notification letter 
that confirms the disciplinary action to be taken. 

10.2 The letter should state that he/she wishes to appeal on one or more of the following 
grounds:- 

• the decision was based on evidence that did not support the conclusion; 

• a failure to follow procedure had a material effect on the decision; 

• proper account was not taken of any matters of fact referred to at the original 
hearing; 

• the action taken was too severe or inconsistent with previous decisions; 

• where new relevant evidence relating directly to the original allegation(s) has 
become available. 

10.3 Appeals against dismissal are heard by the Employment Appeals Sub-Committee, 
and appeals against action less than dismissal are heard by an Officer Appeals 
Panel. The Strategic Director in consultation with HR will make the necessary 
arrangements for the appeal to be heard. 

10.4 Employment Appeals Sub-Committee 
The Employment Appeals Sub-Committee consists of three elected Members made 
up from members of the Employment and Appeals Committee. A separate 
procedure exists for appeal hearings for this Sub-Committee. 

10.5 The Officer Appeal Panel 
The Officer Appeal Panel hears appeals against disciplinary action short of 
dismissal. It will consist of three officers:- 
• a nominated manager to Chair the hearing; 
• another manager independent from the section or service concerned; 
• a Human Resources representative. 
The panel has discretion to call on technical or specialist officers to advise (e.g. 
audit / legal). 

Appeal Hearing Arrangements for Officer Appeals 
10.6 The arrangements for Officer appeals are that the employee will be given at least 10 

working days’ written notice of the appeal hearing which should be heard as soon as 
possible. This will, normally be, within 15 working days of the employee receiving 
the letter confirming the outcome of the original disciplinary decision. 

The letter should include as appropriate:- 
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a)  Date, time and place of the hearing; 
b)  That the hearing forms part of the Disciplinary Policy and Procedure; 
c)  The employee’s right to be accompanied by a Trade Union representative or 

work colleague (a second copy of the letter should be provided for use by the 
representative); 

d)  The names of the Panel members conducting the hearing; 
e)  The name of the person presenting the management case; 
f)  Copies of relevant paperwork, including a copy of the Disciplinary Policy and 

Procedure; 
g)  Name(s) of any management witnesses who will present evidence at the 

hearing; 
h)  Reference to the employee’s right to call his / her own witnesses, present 

written submissions and witness statements; This information together with a 
list of names of witnesses to be called should be supplied at least 5 working 
days prior to the hearing; the written submission should include any papers 
being referred to; 

i)  That the employee should confirm their availability to attend at least 5 working 
days prior to the hearing. 

10.7 The Council has a model process for the conduct of the Officer appeal hearing, 
which is attached as Appendix 2. However, the Chair of the Appeals Panel has the 
discretion to vary this to ensure fairness in the proceedings. 

10.8 It may be necessary for brief adjournments to take place during disciplinary 
hearings. Either party may request an adjournment. The Chair will consider these 
requests. The panel’s deliberations take place in private. 

10.9 The Chair of the Panel presents the decision. This will normally be given verbally to 
both parties. The decision of the Panel should be confirmed in writing by no later 
than 5 working days after the end of the hearing, outlining the main issues 
considered and the decision reached. The employee should be informed that there 
is no further internal right of appeal. A copy of the outcome letter will be retained on 
the employees’ personal file. 

11. OUTCOME OF APPEAL PANELS 

11.1 The panel may decide to 

• uphold the appeal and dismiss any disciplinary sanction; 

• substitute a different disciplinary sanction providing this is not more severe than 
the original one; 

• dismiss the appeal and uphold the original decision. 

12. RELATIONSHIPS WITH OTHER PROCEDURES/PROCESSES 

Other Agencies 
12.1 Certain acts of misconduct or allegations may lead to an employee being 

investigated under a different procedure/process such as Child Protection, Adult 
Protection or a criminal investigation. Investigation under the disciplinary procedure 
may take place simultaneously, unless the Council decides otherwise as a result of 
the request of another agency. 

12.2 A determination may be made at a disciplinary hearing prior to the outcome of other 
investigations being known. For example, whether the Council takes action in 
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respect of a potential criminal matter is not dependent on the outcome in court. If 
exceptionally, it is sensible to delay a disciplinary hearing pending the outcome of 
another agency’s investigations then the employee will be informed. If the employee 
is suspended, he or she will be told that the suspension will last until the outcome is 
known and it will be reviewed. 

 Criminal Offences  
12.3 A criminal offence does not necessarily require internal disciplinary action to be 

taken. It depends what impact, if any, the employee’s action has on his/her 
employment with the Council. Managers should take advice from Human Resources 
and Legal Services in these instances. 

12.4 Some workplace disciplinary offences may also be criminal offences such as theft, 
fraud, or sexual offences. In these instances, there may be a duty to inform the 
police. Advice from Human Resources and Legal Services should be sought before 
disciplinary proceedings are embarked on. The Council’s Audit Section must be 
informed if the case involves any financial irregularities. 

Grievances 
12.5 Where an employee subject to the disciplinary procedure raises a grievance advice 

should be sought from Human Resources. The employee must submit the grievance 
form to their line manager, or manager’s manager if their line manager is the subject 
of the grievance, who will determine the appropriate route for their grievance to be 
investigated. 

12.6  The following principles need to be considered:- 
i)  if the grievance is raised during the course of a disciplinary process and is 

related to the case/allegations then it should be considered as to whether it 
forms part of the disciplinary and can be dealt with by the investigating officer 
and considered at the hearing, or whether the grievance should be investigated 
separately before concluding the investigation. If the grievance is about another 
unrelated matter then the grievance procedure may be invoked and run 
concurrently (this would not impact on any outcome of the disciplinary process 
as that would be dealt with on its own merit); 

ii)  generally, an informal grievance would be dealt with during the investigatory 
stage, a formal stage grievance would be considered at a disciplinary hearing 

ii)  if the matter does not progress to a disciplinary hearing any outstanding 
grievance may be considered through the grievance procedure in the usual 
way. 

Capability 
12.7 In cases where there are both capability or performance issues and a neglect of 

duty or other misconduct then the Disciplinary Policy and Procedure will apply, 
otherwise refer to the Capability Procedure. 
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Appendix 1 

EXAMPLES OF MISCONDUCT AND GROSS MISCONDUCT 

Examples of misconduct and gross misconduct that may lead to disciplinary proceedings 
include, but are not limited to, the following: 

Misconduct 

• any actions which could bring SBC into 
disrepute or which impact negatively 
on the employee’s position (this may 
include actions outside of work); 

• absence from duty; 

• unauthorised employment; 

• neglect of duty; 

• racial, sexual, religious, disability and 
age discrimination; 

• breaches of the Council’s Dignity at 
Work Code of Practice including 
harassment and bullying; 

• offensive or abusive behaviour; 

• drunkenness or being under the 
influence of drugs other than for 
medical purposes. 

• refusal or deliberate failure to follow a 
reasonable management instruction; 

• sleeping on duty; 

• improper disclosure of information or 
breach of confidentiality; 

• breaches of health & safety; 

• damaging or misusing or losing by theft 
Council property; 

• refusal or failure to comply with any 
SBC policies and procedures and 
codes of conduct, including those 
governing the use of information 
technology, commercial practices, 
financial regulations, fraud and 
corruption. 

Gross Misconduct 

• theft including fraud and deliberate falsification of records; this may include such things 
as timesheet and expense claims’ irregularities and undertaking paid private work at a 
time the employee should be working for the Council; 

• serious breaches of safety rules; 

• serious incapability through alcohol or use of illegal drugs on duty, buying or selling 
drugs on Council premises; 

• fighting or other physical assault, threats of violence; 

• maltreatment or neglect of those in Council care; 

• serious acts of discrimination, bullying or harassment and breaches of the Dignity at 
Work Code of Practice; 

• disclosing any serious matter which should be kept confidential (or concealing it if it 
should be reported); 

• serious breaches of Council’s codes of conduct, standing orders or financial 
regulations; 

• sleeping on duty in a care environment unless expressly permitted; 

• improper use of an employee’s position for their own or another’s private advantage, 
or an attempt to do so; 

• bringing the Council into serious disrepute; 

• gaining employment with the Council by misrepresentation, lies or deception; 

• serious deliberate damage to property; 

• breaking a law at (or even away from) work which makes employees unfit for the work 
they do, or which may seriously damage the Council’s reputation. 

Page 36



15

Appendix 2 

MODEL PROCESS FOR DISCIPLINARY/OFFICER APPEAL HEARINGS1

▼

▼

▼

▼

▼

▼

▼

1 Notes should be taken of the hearing and decision. No audio recording of the hearing will be allowed. Notes 
need not be verbatim but should provide a record of the relevant evidence produced by both sides as well as 
the final decision. The notes are for the Council’s records only but may be made available to the employee. It 
is the Chair’s responsibility to arrange a note-taker. 
2 All parties are entitled to request an adjournment at any stage in the proceedings to consider their position. 
The Chair will decide such requests, including the length of the adjournment. 
3 For appeal hearings the employee’s presentation and any employee witnesses are heard before the 
management presentation and any management witnesses. 
4 Witnesses only remain in the room while giving evidence and answering questions. The Panel should advise 
the witnesses when they can be released. 
5 Where an employee’s representative (who may only be a work colleague or trade union representative) 
speaks on the employee’s behalf, the manager and those hearing the case still have the right to question the 
employee directly. 
6 Exceptionally the decision may be relayed in writing within 5 working days of the hearing.

Introductions The Chair introduces those present and outlines the process for the hearing2

Management 

Presentation3 

The manager presenting the case, or in the case of appeals, the manager who 

Chaired the original hearing) states the case, and can be questioned on it by the 

employee’s side and, finally, by those hearing the case 

Management 

Witnesses 

The presenting manager brings and questions any management side 

witnesses4 one by one. Each can be questioned by the employee's side 

and finally by those hearing the case. The manager will be given the 

opportunity to re-examine witnesses but not to introduce new evidence 

Employee’s 

Presentation3

The employee’s side states the case5, and can be questioned on it by 

the manager and, finally, by those hearing the case

Employee’s 

Witnesses 

The employee’s side brings and questions any witnesses4 it has one by 

one. Each can be questioned by the manager and, finally, by those 

hearing the case. The employee’s side will be given the opportunity to 

re-examine witnesses but not to introduce new evidence 

Summaries 

After an adjournment (if needed) management, followed by the 

employee’s side, take turns to summarise the case without introducing 

new evidence 

Considering 

the Evidence 

The hearing is adjourned while those hearing the case consider the 

evidence and reach a conclusion or decide if any further investigation is 

required. If necessary, the Chair will adjourn the hearing and reconvene 

when the investigation is completed 

Decision Once a decision is reached, the hearing is reconvened for the Chair to 

give the decision6
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Appendix 3 

CHECKLIST FOR DECISION TAKING AT DISCIPLINARY HEARINGS 

The list below is intended to help managers structure their thoughts to help ensure fairness 
of process and assist in reaching a fair decision. 

Before reaching a decision consider the following questions:- 

• has there been as much investigation as is reasonable? 

• has the employee had reasonable notice of the allegations prior to the hearing? 

• has the Council’s disciplinary procedure been applied reasonably? 

• has sufficient regard been given to any explanation offered by (or for) the employee? 

• can it be genuinely believed that the employee has committed the alleged 
misconduct? 

• is it reasonable to have this belief (on the balance of probabilities) given the evidence 
heard? 

• is the misconduct serious enough to justify the sanction being considered? 

• has the employee (and the manager) had full opportunity to present any points to 
consider in mitigation? 

• has due consideration been given to mitigation? 

• what would be the consequences for the Council of taking/not taking the action 
contemplated? 

• is the decision within the band of reasonable responses of a reasonable employer? 

• is the decision in line with how similar misconduct has been treated by the 
service/Council in the past, and if not can the difference be justified? 

Balance of probabilities 

Decide the facts of the case on the balance of probabilities. You do not have to be sure of 
what happened – you are entitled to prefer one version of events over another provided 
that you think it more likely. 

Ask yourself:- 

• which version of events do I genuinely believe? 

• why do I prefer the version I do? 

• is my preference reasonable, what evidence supports it? 

• could I justify it to others? 

Once you have decided that the employee has broken the rules or committed the offence, 
the case is substantiated. You should then consider separately what sanction should 
apply, taking account of such things as how similar offences have been treated in the past, 
mitigating circumstances etc. 
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Appendix 4 

DISCIPLINARY SANCTIONS 

Warnings 

The level of warning will depend on the seriousness of the offence, whether there are 
previous warnings on file that are current and the extent of any mitigating circumstances. 
While warnings may be applied in sequence, there is discretion to apply the level of 
warning warranted by the seriousness of the case; e.g. a first and final warning may be 
given in cases of very serious misconduct. It is not permissible for an employee to have 
more than one current final warning on file. 

Warnings will normally remain operative for a period of 6-12 months although the manager 
issuing the warning has the discretion to specify an alternative period at the time it is 
issued should it be considered there are special circumstances, which warrant it. A lesser 
period may be considered for some minor misconduct whereas very serious cases may 
warrant a warning remaining active for a longer period especially if dismissal was a 
possibility or if an employee developed a pattern of ‘reoffending’ following the expiry of a 
previous warning. The length of warning should be related to the time need to improve to 
the standard of conduct required.  Warnings related to breaches of health and safety may 
be extended if appropriate. 

Other Penalties 

These should not be seen as the norm but are available to be used in serious cases in 
addition to written warnings where it is considered the offence justifies it and it is allowed 
for under the employee’s contract. These should be used with discretion taking account of 
contractual obligations and Human Resources advice. For example, compulsory transfer 
to another post on a lower grade is a ‘dismissal’ from the original post and should only be 
considered if dismissing the employee could have been justified had the alternative post 
not been available and offered. Deductions from pay to cover damage or other loss to the 
Council and its employees must be done lawfully in consultation with the employee about 
when/how the pay is to be deducted. Such penalties should not be considered without 
seeking the agreement of the relevant Strategic Director (or nominated officer) and 
seeking HR advice. 

Pay Arrangements following Dismissal 

Whether an employee is entitled to any paid notice depends on the reason for dismissal: 

• gross misconduct – effective immediately on day decision given, no entitlement to 
notice or to pay in lieu of notice. 

• misconduct following a final warning – contractual notice or pay in lieu of notice 

The effective date of dismissal will be the last day of paid employment in both cases. 

While in theory, an employee dismissed for misconduct could work their notice entitlement, 
pay in lieu is more normal in these circumstances.
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