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1. Introduction 
 
a) The procedure seeks to: 
 

• Explain the disciplinary process as it applies to all Age UK York (AUKY) paid 
staff; 

• Ensure that disciplinary action is fair and consistent and within laid down time 
limits, applied throughout  AUKY;   

• Ensure that management and employees are aware of their rights and 
obligations in respect of disciplinary and appeals machinery; 

 
b) The arrangements for volunteers are set out in Policy 63; 
 

2. Legislation 
 

a) AUKY and the Board of Trustees (the Trustees) acknowledge and adhere to all relevant 
legislation; 
 
b) The Trustees have overall responsibility for the management and service provision at 
AUKY and have vested day to day responsibility with the Chief Officer. 
 

3. Disciplinary process outline 

 
a) There are a number of informal and formal steps in the disciplinary process. At all 
stages,  the employee will be informed that s/he has the right to be accompanied to any 
meetings or interviews by a Trade Union representative or a colleague at AUKY; 
 
b) An interview will take place, as the first step, between the employee concerned and an 
investigating offer, appointed by the Chief Officer: 
 

• The interview will take place where an allegation or suspicion of misconduct arises; 

• The employee will be informed in advance of the reason for the interview; 

• The employee will be given the opportunity to explain their side of the allegation or 
suspicion; 

• The investigating officer will arrange for a written record of the hearing to be made 
and agreed; 

 
c) Following this interview and any investigation, if the investigating officer finds that the 
allegation was justified and depending on the degree of seriousness of the offence, one 
of three routes will then be followed: 
 

• An informal verbal warning will be issued, which is not recorded on the personal 
file; 

 

• A formal verbal warning will be issued as part of the formal disciplinary procedure. 
This fact is recorded on the personal file; 
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• A finding of gross misconduct will lead to dismissal without a prior warning being 
issued; 

 

d)  All stages of the disciplinary process will be in accordance with current employment 
and related legislation. 

 

4. Disciplinary process details 

 

a) The informal verbal warning would include a discussion between the investigating 
officer and the employee so that the reason for the offence can be understood and 
appropriate action implemented. This could include training or some other action.  The 
Chief Officer or other senior manager could be involved in any such action; 
 
b) The formal verbal warning will only be issued following investigation and could be as a 
result of, for example, a series of minor incidences/offences. The investigating officer 
could discuss with the Chief Officer whether the issuing of a formal verbal warning without 
further action (other than the record on the personal file) would be adequate and 
appropriate in such cases. A note of this warning will be kept on the personal file until a 
period of 6 months' satisfactory service has elapsed. 
 
c) If, after following the issuing of a formal verbal warning, there is repetition of one 
incident/offence, or in cases of alleged serious misconduct, the employee will be 
suspended from work on normal pay pending investigation.  This suspension will: 
 

• Be  undertaken by the Chief Officer; 
 

• Be accompanied by a letter of suspension and investigation to the employee 
with a copy of that letter to be signed by the employee and returned to the 
Chief Officer. That  letter will also: 

 

▪ Explain the reason for the suspension: 
 

▪ Give notice of the alleged offence together with a hearing date and 
time which will be at least five working days in advance of the date of 
the letter; 

 

▪ Advise the employee of his/her right to be represented and to call 
witnesses to such hearing;   

 

• Be recorded on the employee's personal file; 
 

• Be reported to the Board of Trustees; 
 

• Not be discussed, nor details disclosed, to the Board of Trustees since further 
disciplinary action may include Trustee members being involved in a hearing. 
Such Trustees must not come to any such hearing with prior knowledge of the 
allegations; 

 

d)   The Chief Officer, together with the Chair of the Board of Trustees, will arrange for an 
investigation to take place.  This investigation will: 
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• Be undertaken by a sub-committee consisting of the original investigating officer, 
a senior manager and one Trustee. This sub-committee will not discuss their 
findings unless a formal written warning and closure of the investigation is decided 
as the appropriate course of action; 

 

• Hold an investigatory meeting with the employee, his/her accompanying worker or 
Trade Union representative and any witnesses; 

 

• Reiterate the nature of the allegations; 
 

• Arrange for a written record of the investigation to be kept and held in the 
employee's personal file for 6 months; 

 

• The investigating sub-committee may decide that: 
 

▪ A formal written warning is appropriate to conclude the investigation; or 
 

▪ There has been a substantial breach of conduct but which warrants only 
one formal written warning and is insufficient to justify dismissal; or 

 

▪ The employee has committed an act of gross misconduct which warrants 
immediate dismissal;  

 

• The investigating sub-committee will come to a decision and arrange for a letter 
to be sent to the employee, requesting a signed copy of the letter to be returned 
to the Chief Officer. As appropriate, this letter will: 

 

▪ Explain the decision; 
 

▪ Give a formal written warning, including the fact that further misconduct 
within six months of the issue of this written warning will result in a final 
written warning being be issued, and stating that similar misconduct could 
lead to dismissal; 

 

▪ Report their decision of gross misconduct to the Chief Officer and the Chair 
who will  then take action to dismiss the employee with immediate effect;  

 

• Keep this decision letter on the employee's file for 6 months; 
 

• Report this decision to the Board of Trustees; 
 
e) As indicated above, at all stages,  the employee will be informed that s/he has the right 
to be accompanied to any meetings or interviews, including appeals, by a Trade Union 
representative or a colleague at AUKY;  
 

f)  The employee may appeal against any decision, sending a letter of appeal to the Chair 

within 5 working days of receipt of the relevant warning letter.  The appeal will: 
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• Be heard by a three-party group arranged by the Chair; 
 

• Be heard by the group including at least two Trustees who have not been present 
at any part of the earlier investigations and who have taken care not to be part of 
any other discussion about the investigation; 

 

• Be heard by the group including another Trustee or a member of another 
appropriate organisation or by an individual recommended by the Human 
Resources advisory agency which the Trustees normally consult from time to time; 

 

• Invite any further comments from the employee or her/his representative; 
 

• Normally take place within ten working days of the receipt of the written request of 
appeal. 

 
g)  In case of summary dismissals, action to implement the decision to dismiss will not be 
suspended pending any appeal; but should the appeal be upheld, the appellant will be 
reinstated to his/her original post without break in service. 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 


