


 

3. Principles  

3.1. The principles of this procedure are to: 

• Set out a fair and consistent framework for dealing with all cases of alleged 
misconduct. 

• Deal with disciplinary matters quickly and thoroughly. 
• Take disciplinary action only where informal action fails to bring an improvement 

or where the offence is sufficiently serious to warrant formal disciplinary action. 
• Offer support and assistance to employees whose actions fall below acceptable 

University standards. 

3.2. The Human Resources Division is available to advise and assist line managers in dealing 
with matters of conduct and behaviour. Their involvement aims to assure fairness and 
consistency in application of this procedure throughout the University. 

3.3. The Human Resources Division will also be responsible for monitoring and reviewing the 
effectiveness of this policy and procedure, and will provide training in management 
responsibilities established under this policy. 

 

4. Informal Approach  

4.1. Some cases of unsatisfactory conduct or very minor breaches of discipline can be 
resolved informally in the first instance by giving guidance or advice to the member of staff 
concerned. The manager/supervisor will ensure that the member of staff is aware of the area 
where misconduct has occurred and where improvement is required.  

 

5. Investigation  

5.1 Before deciding whether a formal disciplinary hearing is appropriate, the 
manager/supervisor may wish to instigate an investigation into the member of staff’s alleged 
misconduct and the circumstances surrounding it. The HR Division will assist in this and the 
investigation will include a meeting with the member of staff in order to establish the full facts 
of the matter and allow the member of staff to comment on the case against them. Where the 
manager/supervisor determines that formal disciplinary action is necessary the procedure in 
Section 6 will be followed. If the manager/supervisor decides that no disciplinary action is 
required the member of staff will be informed of this. (See Appendix 1 for fact finding and 
investigation guidance). 

 

6. Formal Procedure  

6.1. The formal procedure may be implemented at any stage depending on the severity of 
the misconduct. There are three stages of the formal procedure: 

• Written warning 
• Final written warning 
• Dismissal 







10.3. Stage 3 (Dismissal)  

Dismissal may be considered as a potential sanction where a further similar disciplinary or 





14.2. Where a member of staff is subject to a Police investigation the University reserves the 
right to continue and/or conduct its own investigation and take appropriate disciplinary action.  

 

15. Review  

15.1 This policy and procedure will be kept under regular review and may be amended or 
withdrawn following appropriate negotiations with campus trade unions to reflect changes in 
legislation or changing University requirements. 

 

Appendix 1   
Fact finding and investigation  
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