
ACTIVITY 30: Knowing your grievance policy

Handling disciplinary cases – seven steps approach

Taking a careful step-by-step approach to any complex workplace issue is always recommended, 
even more so if you are representing individual union members on discipline or grievance problems.

Depending on the seriousness some effort is usually required in representation cases. Union reps 
combine knowledge, ability and tenacity in equal measure with the aim of explaining someone’s 
complaint or problem as effectively as they can.

Reps should avoid ‘going it alone’ on these matters although discretion is important and people’s 
wishes have to be respected. If possible sharing difficulties within the union team can help improve 
decision-making. It should also never be forgotten that the opportunity to speak up on behalf of 
someone stems from the union organisation behind you.

In supporting someone through a case the union rep is involved in interviewing, investigating, 
checking facts, reassessing, explaining, advising, empathising, following procedures, anticipating 
management arguments and advocacy. How does this happen? Here is a step-by-step walk through 
of the disciplinary process. This takes into account the worker’s legal ‘right to be accompanied’.

Seven Step Approach

1. A trade union member raises a disciplinary problem (or grievance) with their union rep.

2. The union rep interviews the member to discover key information such as who, what, where,
when and why.

3. Through the member the union rep makes him or herself known to management as the
‘accompanying person’.

4. The union rep tries to find out about management’s attitude towards the case. Checks facts and
if possible finds out the “worst-case scenario”.

5. The union rep consults with fellow reps. On behalf of the member the strongest case possible is
built and tested in discussion.

6. The union member is interviewed again. The facts are checked and the representation strategy
agreed. The union rep prepares a written checklist for the hearing.

7. The formal meeting with management. Through questioning and a summarising statement the
union the rep is able to speak up for the member. Careful notes need to be taken for future
reference, perhaps an appeal.
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Why have disciplinary procedures?

They are there to:

• Help and encourage employees to improve rather than just as a way of imposing punishment

• Inform the employees of the complaint against them, and provide an opportunity for them to state
their case before decisions are reached.

• Allow employees to be accompanied before disciplinary hearings

• Allow employers to establish the facts and take action that is reasonable in the circumstances.

• Ensure that dismissal does not take place for a first offence unless gross misconduct has been
established.

• Provide a written explanation of any disciplinary action and make sure employees know what
improvement is expected.

• Give the employee an opportunity to appeal

• Deal with issues as thoroughly and promptly as possible

• Encourage consistency of action

From: ACAS Code of Practice No. 1 Disciplinary and Grievance procedures

Through the use of procedures:

• Fairness and consistency in the treatment of individuals is possible.

• Orderly employment relations can be established.

Disciplinary procedures can be used to deal with two key problems. They are both potentially fair 
reasons for dismissal.

Misconduct

Here the employer believes the employee’s behaviour falls below acceptable standards. Poor 
timekeeping for example. 

Capability 

Refers to an employee’s performance and their ability to do their job to the required standard It 
could cover inability to perform functions and tasks as a result of sickness and disability. The issue 
of capability ought generally be treated more sympathetically by management than misconduct 
especially if it involves genuine illness.

The Requirement for Procedures

The Employment Act (Disputes Resolution) Regulations 2004 obliges all employers to have 
disciplinary, dismissal and grievance procedures which form part of the contract of employment and 
are either given to employees or readily available to them. Procedures must at least comply with the 
ACAS statutory minimum procedure. 
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Handling grievances and disciplinary cases – some preliminaries

When a member or members come to you as their rep you may need to consider the following points 
before agreeing to represent them:

• Is the case viable? Seek advice and discuss possible outcomes with the member

• Explore options with the member and find out what outcomes they are seeking

• Think about whether the member needs representation at a higher level within Unite than you
can provide. Refer to senior rep or branch officer.

• Examine whether a case is an individual or collective one and discuss what role the member can
play in planning and preparing the case.

• Consider whether the branch equality officer or other representative of a self organised group
should be involved.

• Think about whether you are too close to the problem or are faced with a conflict of interest in the
case. If so, refer to another rep or branch officer.

• What happens if a member is unhappy about you representing them?

• Can or should you refuse to represent them? Again, seek advice from your branch if you are
unsure

• If it is a collective issue plan how you will involve members right from the start

Types of problems:

• Disciplinary cases – management take action or plan to take action against a member for their
conduct at work. There should be an agreed procedure for management to follow. Make notes
and keep in a safe place.

• Individual grievances – a member has a complaint about some aspect of work practice, conditions
or working arrangements or about how they are being treated by a supervisor or colleagues. An
agreed procedure allows the complaint to be raised and investigated fully. Individual problems
might raise collective negotiating issues.

• Collective problems or grievances – sometimes these can be dealt with in the first instance by
informal meetings with management. If not procedures will apply.

Problems members face in the workplace might be the result of circumstances beyond the workplace. 
You might want to help through referral to the employer’s support services e.g. Occupational health 
or Unite’s Welfare service. Some of these problems might raise collective negotiating issues relating, 
for instance, to work-life balance.

• Health and safety problems – these can be dealt with through local discussion and negotiation.
Reps who are also safety reps will be aware of legislative provision and the trade union approach
to health and safety.

• Professional issues – some issues get referred to as “professional” which seems to suggest
that they are not of legitimate trade union concern. Examples are service quality, training and
qualifications. Unite’s view, however, is that they should be subject to joint consultation and
negotiation.
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• Grading – in some sectors there is an agreed procedure for giving grades to posts and mechanisms 
for mounting appeals.

• Harassment – there should be an agreed procedure for dealing with harassment complaints.

• Capability/ill-health – reps should be aware of the sickness procedure and ensure it is fair and is
applied in a fair way.

• Individual or collective – many problems are experienced as personal problems. These may
be indicative of wider problems which individual members are reluctant to bring to the rep’s
attention. One of the most important parts of the rep’s job is to look for patterns in the existence
of problems experienced “under the radar” which, when collated, can be dealt with through
collective action.

Health, safety and welfare problems

Trade union health and safety representatives need to be aware that health, safety and welfare 
problems cover a wide range of problems at work.

Some are obvious:

• Unguarded machines.

• Bad lighting.

• Obstructions.

• Fire risks.

• Poor welfare facilities.

Others are hidden, like the long-term damage to health from:

• Noise.

• Stress.

• Dusts, substances, bacteria.

• Passive smoking.

• Repetitive working.

• Shift work.

• Vibration.

Some may not have been traditionally thought of as health and safety issues:

• The way work is organised.

• Sexual and racial harassment.

• Bullying.

• Staffing levels.

• Lone working.

• The concentration of women workers in particular jobs and facing particular hazards.
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a

s 
u

n
re

a
so

n
a

b
ly

 fa
ile

d
 to

 fo
llo

w
 t

h
e

 
g

u
id

a
n

c
e

 s
e

t 
o

u
t 

in
 t

h
e

 C
o

d
e

 t
h

e
y 

c
a

n
 re

d
u

c
e

 a
ny

 a
w

a
rd

 
th

e
y 

h
a

ve
 m

a
d

e
 b

y 
u

p
 to

 2
5 

p
e

r c
e

nt
.

Em
p

lo
ye

rs
 a

n
d

 e
m

p
lo

ye
e

s 
sh

o
u

ld
 a

lw
a

ys
 s

e
e

k 
to

 re
so

lv
e

 
d

isc
ip

lin
a

ry
 a

n
d

 g
rie

va
n

c
e

 is
su

e
s 

in
 t

h
e

 w
o

rk
p

la
c

e
. W

h
e

re
 

th
is

 is
 n

o
t 

p
o

ss
ib

le
 e

m
p

lo
ye

rs
 a

n
d

 e
m

p
lo

ye
e

s 
sh

o
u

ld
 

c
o

n
si

d
e

r u
si

n
g

 a
n

 in
d

e
p

e
n

d
e

nt
 t

h
ird

 p
a

rt
y 

to
 h

e
lp

 re
so

lv
e

 

w
w

w
.a

c
a

s.
o

rg
.u

k
7

Th
e

 C
o

d
e

 o
f P

ra
c

tic
e

In
tr

o
d

uc
tio

n
1 

Th
is

 C
o

d
e

 is
 d

e
si

g
n

e
d

 to
 h

e
lp

 e
m

p
lo

ye
rs

, e
m

p
lo

ye
e

s 
a

n
d

 t
h

e
ir 

re
p

re
se

nt
a

tiv
e

s 
d

e
a

l w
ith

 d
isc

ip
lin

a
ry

 a
n

d
 

g
rie

va
n

c
e

 s
itu

a
tio

n
s 

in
 t

h
e

 w
o

rk
p

la
c

e
.

•
 D

isc
ip

lin
a

ry
 s

itu
a

tio
n

s 
in

c
lu

d
e

 m
isc

o
n

d
u

c
t 

a
n

d
/o

r 
p

o
o

r p
e

rf
o

rm
a

n
c

e
. I

f e
m

p
lo

ye
rs

 h
a

ve
 a

 s
e

p
a

ra
te

 
c

a
p

a
b

ili
ty

 p
ro

c
e

d
u

re
 t

h
e

y 
m

a
y 

p
re

fe
r t

o
 a

d
d

re
ss

 
p

e
rf

o
rm

a
n

c
e

 is
su

e
s 

u
n

d
e

r t
h

is
 p

ro
c

e
d

u
re

. I
f s

o
, 

h
o

w
e

ve
r, 

th
e

 b
a

si
c

 p
rin

c
ip

le
s 

o
f f

a
irn

e
ss

 s
e

t 
o

u
t 

in
 t

h
is

 
C

o
d

e
 s

h
o

u
ld

 s
til

l b
e

 fo
llo

w
e

d
, a

lb
e

it 
th

a
t 

th
e

y 
m

a
y 

n
e

e
d

 to
 b

e
 a

d
a

p
te

d
.

•
 G

rie
va

n
c

e
s 

a
re

 c
o

n
c

e
rn

s,
 p

ro
b

le
m

s 
o

r c
o

m
p

la
in

ts
 

th
a

t 
e

m
p

lo
ye

e
s 

ra
ise

 w
ith

 t
h

e
ir 

e
m

p
lo

ye
rs

.

Th
e

 C
o

d
e

 d
o

e
s 

n
o

t 
a

p
p

ly
 to

 re
d

u
n

d
a

n
c

y 
d

is
m

is
sa

ls
 o

r 
th

e
 n

o
n

‑r
e

n
e

w
a

l o
f fi

xe
d

‑t
e

rm
 c

o
nt

ra
c

ts
 o

n
 t

h
e

ir 
e

xp
iry

.

2 
Fa

irn
e

ss
 a

n
d

 t
ra

n
sp

a
re

n
c

y 
a

re
 p

ro
m

o
te

d
 b

y 
d

e
ve

lo
p

in
g

 
a

n
d

 u
si

n
g

 ru
le

s 
a

n
d

 p
ro

c
e

d
u

re
s 

fo
r h

a
n

d
lin

g
 d

isc
ip

lin
a

ry
a

n
d

 g
rie

va
n

c
e

 s
itu

a
tio

n
s.

 T
h

e
se

 s
h

o
u

ld
 b

e
 s

e
t 

d
o

w
n

 in
 

w
rit

in
g

, b
e

 s
p

e
c

ifi
c

 a
n

d
 c

le
a

r. 
Em

p
lo

ye
e

s 
a

n
d

, w
h

e
re

 
a

p
p

ro
p

ria
te

, t
h

e
ir 

re
p

re
se

nt
a

tiv
e

s 
sh

o
u

ld
 b

e
 in

vo
lv

e
d

 in
 

th
e

 d
e

ve
lo

p
m

e
nt

 o
f r

u
le

s 
a

n
d

 p
ro

c
e

d
u

re
s.

 It
 is

 a
ls

o
 

im
p

o
rt

a
nt

 to
 h

e
lp

 e
m

p
lo

ye
e

s 
a

n
d

 m
a

n
a

g
e

rs
 u

n
d

e
rs

ta
n

d
w

h
a

t 
th

e
 r

u
le

s 
a

n
d

 p
ro

c
e

d
u

re
s 

a
re

, w
h

e
re

 t
h

e
y 

c
a

n
 b

e
 

fo
u

n
d

 a
n

d
 h

o
w

 t
h

e
y 

a
re

 to
 b

e
 u

se
d

.

3 
W

h
e

re
 s

o
m

e
 fo

rm
 o

f f
o

rm
a

l a
c

tio
n

 is
 n

e
e

d
e

d
, w

h
a

t 
a

c
tio

n
 is

 re
a

so
n

a
b

le
 o

r j
u

st
ifi

e
d

 w
ill

 d
e

p
e

n
d

 o
n

 a
ll 

th
e

 
c

irc
u

m
st

a
n

c
e

s 
o

f t
h

e
 p

a
rt

ic
u

la
r c

a
se

. E
m

p
lo

ym
e

nt
 

tr
ib

u
n

a
ls

 w
ill

 ta
ke

 t
h

e
 s

iz
e

 a
n

d
 re

so
u

rc
e

s 
o

f a
n

 e
m

p
lo

ye
r 

in
to

 a
c

c
o

u
nt

 w
h

e
n

 d
e

c
id

in
g

 o
n

 re
le

va
nt

 c
a

se
s 

a
n

d
 it

 
m

a
y 

so
m

e
tim

e
s 

n
o

t 
b

e
 p

ra
c

tic
a

b
le

 fo
r a

ll 
e

m
p

lo
ye

rs
 to

 
ta

ke
 a

ll 
o

f t
h

e
 s

te
p

s 
se

t 
o

u
t 

in
 t

h
is

 C
o

d
e

.
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6
C

o
d

e
 o

f p
ra

c
tic

e
 o

n
 d

is
c

ip
lin

a
ry

 a
n

d
 g

rie
va

n
c

e
 p

ro
c

e
d

u
re

s

th
e

 p
ro

b
le

m
. T

h
e

 t
h

ird
 p

a
rt

y 
n

e
e

d
 n

o
t 

c
o

m
e

 f
ro

m
 o

u
ts

id
e

 
th

e
 o

rg
a

n
isa

tio
n

 b
u

t 
c

o
u

ld
 b

e
 a

n
 in

te
rn

a
l m

e
d

ia
to

r, 
so

 lo
n

g
 

a
s 

th
e

y 
a

re
 n

o
t 

in
vo

lv
e

d
 in

 t
h

e
 d

isc
ip

lin
a

ry
 o

r g
rie

va
n

c
e

 
is

su
e

. I
n

 s
o

m
e

 c
a

se
s,

 a
n

 e
xt

e
rn

a
l m

e
d

ia
to

r m
ig

ht
 b

e
 

a
p

p
ro

p
ria

te
.

M
a

ny
 p

o
te

nt
ia

l d
isc

ip
lin

a
ry

 o
r g

rie
va

n
c

e
 is

su
e

s 
c

a
n

 b
e

 
re

so
lv

e
d

 in
fo

rm
a

lly
. A

 q
u

ie
t 

w
o

rd
 is

 o
ft

e
n

 a
ll 

th
a

t 
is

 re
q

u
ire

d
 

to
 re

so
lv

e
 a

n
 is

su
e

. H
o

w
e

ve
r, 

w
h

e
re

 a
n

 is
su

e
 c

a
n

n
o

t 
b

e
 

re
so

lv
e

d
 in

fo
rm

a
lly

 t
h

e
n

 it
 m

a
y 

b
e

 p
u

rs
u

e
d

 fo
rm

a
lly

. T
h

is
 

C
o

d
e

 s
e

ts
 o

u
t 

th
e

 b
a

si
c

 re
q

u
ire

m
e

nt
s 

o
f f

a
irn

e
ss

 t
h

a
t 

w
ill

 b
e

 
a

p
p

lic
a

b
le

 in
 m

o
st

 c
a

se
s;

 it
 is

 in
te

n
d

e
d

 to
 p

ro
vi

d
e

 t
h

e
 

st
a

n
d

a
rd

 o
f r

e
a

so
n

a
b

le
 b

e
h

a
vi

o
u

r i
n

 m
o

st
 in

st
a

n
c

e
s.

Em
p

lo
ye

rs
 w

o
u

ld
 b

e
 w

e
ll 

a
d

vi
se

d
 to

 k
e

e
p

 a
 w

rit
te

n
 re

c
o

rd
 

o
f a

ny
 d

isc
ip

lin
a

ry
 o

r g
rie

va
n

c
e

s 
c

a
se

s 
th

e
y 

d
e

a
l w

ith
.

O
rg

a
n

isa
tio

n
s 

m
a

y 
w

is
h

 to
 c

o
n

si
d

e
r d

e
a

lin
g

 w
ith

 is
su

e
s 

in
vo

lv
in

g
 b

u
lly

in
g

, h
a

ra
ss

m
e

nt
 o

r w
h

is
tle

b
lo

w
in

g
 u

n
d

e
r a

 
se

p
a

ra
te

 p
ro

c
e

d
u

re
.

M
o

re
 c

o
m

p
re

h
e

n
si

ve
 a

d
vi

c
e

 a
n

d
 g

u
id

a
n

c
e

 o
n

 d
e

a
lin

g
 

w
ith

 d
isc

ip
lin

a
ry

 a
n

d
 g

rie
va

n
c

e
 s

itu
a

tio
n

s 
is

 c
o

nt
a

in
e

d
 in

 
th

e
 A

c
a

s 
b

o
o

kl
e

t, 
‘D

isc
ip

lin
e

 a
n

d
 g

rie
va

n
c

e
s 

a
t 

w
o

rk
: t

h
e

 
A

c
a

s 
g

u
id

e’
. T

h
e

 b
o

o
kl

e
t 

a
ls

o
 c

o
nt

a
in

s 
sa

m
p

le
 d

isc
ip

lin
a

ry
 

a
n

d
 g

rie
va

n
c

e
 p

ro
c

e
d

u
re

s.
 C

o
p

ie
s 

o
f t

h
e

 g
u

id
a

n
c

e
 c

a
n

 b
e

 
d

o
w

n
lo

a
d

e
d

 fr
o

m
 th

e
 A

c
a

s 
w

e
b

sit
e

 a
t w

w
w

.a
c

a
s.

o
rg

.u
k/

d
isc

ip
lin

e
.

U
n

lik
e

 t
h

e
 C

o
d

e
 e

m
p

lo
ym

e
nt

 t
rib

u
n

a
ls

 a
re

 n
o

t 
re

q
u

ire
d

 to
 

h
a

ve
 re

g
a

rd
 to

 t
h

e
 A

c
a

s 
g

u
id

a
n

c
e

 b
o

o
kl

e
t. 

H
o

w
e

ve
r, 

it 
p

ro
vi

d
e

s 
m

o
re

 d
e

ta
ile

d
 a

d
vi

c
e

 a
n

d
 g

u
id

a
n

c
e

 th
a

t 
e

m
p

lo
ye

rs
 a

n
d

 e
m

p
lo

ye
e

s 
w

ill
 o

ft
e

n
 fi

n
d

 h
e

lp
fu

l b
o

th
 

in
 g

e
n

e
ra

l t
e

rm
s 

a
n

d
 in

 in
d

iv
id

u
a

l c
a

se
s.

w
w

w
.a

c
a

s.
o

rg
.u

k 
7

Th
e

 C
o

d
e

 o
f P

ra
c

tic
e

In
tr

o
d

uc
tio

n
1 

Th
is

 C
o

d
e

 is
 d

e
si

g
n

e
d

 to
 h

e
lp

 e
m

p
lo

ye
rs

, e
m

p
lo

ye
e

s 
a

n
d

 t
h

e
ir 

re
p

re
se

nt
a

tiv
e

s 
d

e
a

l w
ith

 d
isc

ip
lin

a
ry

 a
n

d
 

g
rie

va
n

c
e

 s
itu

a
tio

n
s 

in
 t

h
e

 w
o

rk
p

la
c

e
.

•
D

isc
ip

lin
a

ry
 s

itu
a

tio
n

s 
in

c
lu

d
e

 m
isc

o
n

d
u

c
t 

a
n

d
/o

r
p

o
o

r p
e

rf
o

rm
a

n
c

e
. I

f e
m

p
lo

ye
rs

 h
a

ve
 a

 s
e

p
a

ra
te

c
a

p
a

b
ili

ty
 p

ro
c

e
d

u
re

 t
h

e
y 

m
a

y 
p

re
fe

r t
o

 a
d

d
re

ss
p

e
rf

o
rm

a
n

c
e

 is
su

e
s 

u
n

d
e

r t
h

is
 p

ro
c

e
d

u
re

. I
f s

o
,

h
o

w
e

ve
r, 

th
e

 b
a

si
c

 p
rin

c
ip

le
s 

o
f f

a
irn

e
ss

 s
e

t 
o

u
t 

in
 t

h
is

C
o

d
e

 s
h

o
u

ld
 s

til
l b

e
 fo

llo
w

e
d

, a
lb

e
it 

th
a

t 
th

e
y 

m
a

y
n

e
e

d
 to

 b
e

 a
d

a
p

te
d

.
•

G
rie

va
n

c
e

s 
a

re
 c

o
n

c
e

rn
s,

 p
ro

b
le

m
s 

o
r c

o
m

p
la

in
ts

th
a

t 
e

m
p

lo
ye

e
s 

ra
ise

 w
ith

 t
h

e
ir 

e
m

p
lo

ye
rs

.

Th
e

 C
o

d
e

 d
o

e
s 

n
o

t 
a

p
p

ly
 to

 re
d

u
n

d
a

n
c

y 
d

is
m

is
sa

ls
 o

r 
th

e
 n

o
n

‑r
e

n
e

w
a

l o
f fi

xe
d

‑t
e

rm
 c

o
nt

ra
c

ts
 o

n
 t

h
e

ir 
e

xp
iry

.

2 
Fa

irn
e

ss
 a

n
d

 t
ra

n
sp

a
re

n
c

y 
a

re
 p

ro
m

o
te

d
 b

y 
d

e
ve

lo
p

in
g

 
a

n
d

 u
si

n
g

 ru
le

s 
a

n
d

 p
ro

c
e

d
u

re
s 

fo
r h

a
n

d
lin

g
 d

isc
ip

lin
a

ry
 

a
n

d
 g

rie
va

n
c

e
 s

itu
a

tio
n

s.
 T

h
e

se
 s

h
o

u
ld

 b
e

 s
e

t 
d

o
w

n
 in

 
w

rit
in

g
, b

e
 s

p
e

c
ifi

c
 a

n
d

 c
le

a
r. 

Em
p

lo
ye

e
s 

a
n

d
, w

h
e

re
 

a
p

p
ro

p
ria

te
, t

h
e

ir 
re

p
re

se
nt

a
tiv

e
s 

sh
o

u
ld

 b
e

 in
vo

lv
e

d
 in

 
th

e
 d

e
ve

lo
p

m
e

nt
 o

f r
u

le
s 

a
n

d
 p

ro
c

e
d

u
re

s.
 It

 is
 a

ls
o

 
im

p
o

rt
a

nt
 to

 h
e

lp
 e

m
p

lo
ye

e
s 

a
n

d
 m

a
n

a
g

e
rs

 u
n

d
e

rs
ta

n
d

 
w

h
a

t 
th

e
 r

u
le

s 
a

n
d

 p
ro

c
e

d
u

re
s 

a
re

, w
h

e
re

 t
h

e
y 

c
a

n
 b

e
 

fo
u

n
d

 a
n

d
 h

o
w

 t
h

e
y 

a
re

 to
 b

e
 u

se
d

.

3 
W

h
e

re
 s

o
m

e
 fo

rm
 o

f f
o

rm
a

l a
c

tio
n

 is
 n

e
e

d
e

d
, w

h
a

t 
a

c
tio

n
 is

 re
a

so
n

a
b

le
 o

r j
u

st
ifi

e
d

 w
ill

 d
e

p
e

n
d

 o
n

 a
ll 

th
e

 
c

irc
u

m
st

a
n

c
e

s 
o

f t
h

e
 p

a
rt

ic
u

la
r c

a
se

. E
m

p
lo

ym
e

nt
 

tr
ib

u
n

a
ls

 w
ill

 ta
ke

 t
h

e
 s

iz
e

 a
n

d
 re

so
u

rc
e

s 
o

f a
n

 e
m

p
lo

ye
r 

in
to

 a
c

c
o

u
nt

 w
h

e
n

 d
e

c
id

in
g

 o
n

 re
le

va
nt

 c
a

se
s 

a
n

d
 it

 
m

a
y 

so
m

e
tim

e
s 

n
o

t 
b

e
 p

ra
c

tic
a

b
le

 fo
r a

ll 
e

m
p

lo
ye

rs
 to

 
ta

ke
 a

ll 
o

f t
h

e
 s

te
p

s 
se

t 
o

u
t 

in
 t

h
is

 C
o

d
e

.
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8
C

o
d

e
 o

f p
ra

c
tic

e
 o

n
 d

is
c

ip
lin

a
ry

 a
n

d
 g

rie
va

n
c

e
 p

ro
c

e
d

u
re

s

4 
Th

a
t 

sa
id

, w
h

e
n

e
ve

r a
 d

isc
ip

lin
a

ry
 o

r g
rie

va
n

c
e

 p
ro

c
e

ss
 

is
 b

e
in

g
 fo

llo
w

e
d

 it
 is

 im
p

o
rt

a
nt

 to
 d

e
a

l w
ith

 is
su

e
s 

fa
irl

y.
 

Th
e

re
 a

re
 a

 n
u

m
b

e
r o

f e
le

m
e

nt
s 

to
 t

h
is:

•
Em

p
lo

ye
rs

 a
n

d
 e

m
p

lo
ye

e
s 

sh
o

u
ld

 ra
ise

 a
n

d
 d

e
a

l w
ith

is
su

e
s 

p
ro

m
p

tly
 a

n
d

 s
h

o
u

ld
 n

o
t 

u
n

re
a

so
n

a
b

ly
 d

e
la

y
m

e
e

tin
g

s,
 d

e
c

is
io

n
s 

o
r c

o
n

fir
m

a
tio

n
 o

f t
h

o
se

d
e

c
is

io
n

s.
•

Em
p

lo
ye

rs
 a

n
d

 e
m

p
lo

ye
e

s 
sh

o
u

ld
 a

c
t 

c
o

n
si

st
e

n
tly

.
•

Em
p

lo
ye

rs
 s

h
o

u
ld

 c
a

rr
y 

o
u

t 
a

ny
 n

e
c

e
ss

a
ry

in
ve

st
ig

a
tio

n
s,

 to
 e

st
a

b
lis

h
 t

h
e

 fa
c

ts
 o

f t
h

e
 c

a
se

.
•

Em
p

lo
ye

rs
 s

h
o

u
ld

 in
fo

rm
 e

m
p

lo
ye

e
s 

o
f t

h
e

 b
a

si
s 

o
f

th
e

 p
ro

b
le

m
 a

n
d

 g
iv

e
 t

h
e

m
 a

n
 o

p
p

o
rt

u
n

ity
 to

 p
u

t
th

e
ir 

c
a

se
 in

 re
sp

o
n

se
 b

e
fo

re
 a

ny
 d

e
c

isi
o

n
s 

a
re

 m
a

d
e

.
•

Em
p

lo
ye

rs
 s

h
o

u
ld

 a
llo

w
 e

m
p

lo
ye

e
s 

to
 b

e
a

c
c

o
m

p
a

n
ie

d
 a

t 
a

ny
 fo

rm
a

l d
isc

ip
lin

a
ry

 o
r

g
rie

va
n

c
e

 m
e

e
tin

g
.

•
Em

p
lo

ye
rs

 s
h

o
u

ld
 a

llo
w

 a
n

 e
m

p
lo

ye
e

 to
 a

p
p

e
a

l
a

g
a

in
st

 a
ny

 fo
rm

a
l d

e
c

is
io

n
 m

a
d

e
.

w
w

w
.a

c
a

s.
o

rg
.u

k 
9

D
isc

ip
lin

e
Ke

ys
 to

 h
a

nd
lin

g
 d

is
c

ip
lin

a
ry

 is
su

e
s 

in
 th

e
 w

o
rk

p
la

ce

Es
ta

b
lis

h
 th

e
 fa

c
ts

 o
f e

a
c

h
 c

a
se

5 
It 

is
 im

p
o

rt
a

nt
 to

 c
a

rr
y 

o
u

t 
n

e
c

e
ss

a
ry

 in
ve

st
ig

a
tio

n
s 

o
f 

p
o

te
nt

ia
l d

isc
ip

lin
a

ry
 m

a
tt

e
rs

 w
ith

o
u

t 
u

n
re

a
so

n
a

b
le

 
d

e
la

y 
to

 e
st

a
b

lis
h

 t
h

e
 fa

c
ts

 o
f t

h
e

 c
a

se
. I

n
 s

o
m

e
 c

a
se

s 
th

is
 w

ill
 re

q
u

ire
 t

h
e

 h
o

ld
in

g
 o

f a
n

 in
ve

st
ig

a
to

ry
 m

e
e

tin
g

 
w

ith
 th

e
 e

m
p

lo
ye

e
 b

e
fo

re
 p

ro
c

e
e

d
in

g
 to

 a
ny

 d
isc

ip
lin

a
ry

 
h

e
a

rin
g

. I
n

 o
th

e
rs

, t
h

e
 in

ve
st

ig
a

to
ry

 s
ta

g
e

 w
ill

 b
e

 t
h

e
 

c
o

lla
tio

n
 o

f e
vi

d
e

n
c

e
 b

y 
th

e
 e

m
p

lo
ye

r f
o

r u
se

 a
t 

a
ny

 
d

isc
ip

lin
a

ry
 h

e
a

rin
g

.

6 
In

 m
isc

o
n

d
u

c
t c

a
se

s,
 w

h
e

re
 p

ra
c

tic
a

b
le

, d
iff

e
re

nt
 

p
e

o
p

le
 s

h
o

u
ld

 c
a

rr
y 

o
u

t 
th

e
 in

ve
st

ig
a

tio
n

 a
n

d
 

d
isc

ip
lin

a
ry

 h
e

a
rin

g
.

7 
If 

th
e

re
 is

 a
n

 in
ve

st
ig

a
to

ry
 m

e
e

tin
g

 t
h

is
 s

h
o

u
ld

 n
o

t 
b

y 
its

e
lf 

re
su

lt 
in

 a
ny

 d
isc

ip
lin

a
ry

 a
c

tio
n

. A
lth

o
u

g
h

 t
h

e
re

 is
 

n
o

 s
ta

tu
to

ry
 r

ig
ht

 fo
r a

n
 e

m
p

lo
ye

e
 to

 b
e

 a
c

c
o

m
p

a
n

ie
d

 
a

t 
a

 fo
rm

a
l i

nv
e

st
ig

a
to

ry
 m

e
e

tin
g

, s
u

c
h

 a
 r

ig
ht

 m
a

y 
b

e
 

a
llo

w
e

d
 u

n
d

e
r a

n
 e

m
p

lo
ye

r’
s 

o
w

n
 p

ro
c

e
d

u
re

.

8 
In

 c
a

se
s 

w
h

e
re

 a
 p

e
rio

d
 o

f s
u

sp
e

n
si

o
n

 w
ith

 p
a

y 
is

 
c

o
n

si
d

e
re

d
 n

e
c

e
ss

a
ry

, t
h

is
 p

e
rio

d
 s

h
o

u
ld

 b
e

 a
s 

b
rie

f a
s 

p
o

ss
ib

le
, s

h
o

u
ld

 b
e

 k
e

p
t 

u
n

d
e

r r
e

vi
e

w
 a

n
d

 it
 s

h
o

u
ld

 b
e

 
m

a
d

e
 c

le
a

r t
h

a
t 

th
is

 s
u

sp
e

n
si

o
n

 is
 n

o
t 

c
o

n
si

d
e

re
d

 a
 

d
isc

ip
lin

a
ry

 a
c

tio
n

.

In
fo

rm
 th

e
 e

m
p

lo
ye

e
 o

f t
h

e
 p

ro
b

le
m

9 
If 

it 
is

 d
e

c
id

e
d

 t
h

a
t 

th
e

re
 is

 a
 d

isc
ip

lin
a

ry
 c

a
se

 to
 

a
n

sw
e

r, 
th

e
 e

m
p

lo
ye

e
 s

h
o

u
ld

 b
e

 n
o

tifi
e

d
 o

f t
h

is
 in

 
w

rit
in

g
. T

h
is

 n
o

tifi
c

a
tio

n
 s

h
o

u
ld

 c
o

nt
a

in
 s

u
ffi

c
ie

nt
 

in
fo

rm
a

tio
n

 a
b

o
u

t 
th

e
 a

lle
g

e
d

 m
isc

o
n

d
u

c
t 

o
r p

o
o

r 
p

e
rf

o
rm

a
n

c
e

 a
n

d
 it

s 
p

o
ss

ib
le

 c
o

n
se

q
u

e
n

c
e

s 
to

 e
n

a
b

le
 

th
e

 e
m

p
lo

ye
e

 to
 p

re
p

a
re

 to
 a

n
sw

e
r t

h
e

 c
a

se
 a

t 
a

 

w
w

w
.a

c
a

s.
o

rg
.u

k 
11

•
 t

h
e

 c
o

n
fir

m
a

tio
n

 o
f a

 w
a

rn
in

g
 o

r s
o

m
e

 o
th

e
r 

d
isc

ip
lin

a
ry

 a
c

tio
n

 (
a

p
p

e
a

l h
e

a
rin

g
s)

14
Th

e
 s

ta
tu

to
ry

 r
ig

ht
 is

 to
 b

e
 a

c
c

o
m

p
a

n
ie

d
 b

y 
a

 fe
llo

w
 

w
o

rk
e

r, 
a

 t
ra

d
e

 u
n

io
n

 re
p

re
se

nt
a

tiv
e

, o
r a

n
 o

ffi
c

ia
l 

e
m

p
lo

ye
d

 b
y 

a
 t

ra
d

e
 u

n
io

n.
 A

 t
ra

d
e

 u
n

io
n 

re
p

re
se

nt
a

tiv
e

w
h

o
 is

 n
o

t 
a

n
 e

m
p

lo
ye

d
 o

ffi
c

ia
l m

u
st

 h
a

ve
b

e
e

n
c

e
rt

ifi
e

d
b

y 
th

e
ir 

u
n

io
n 

a
s 

b
e

in
g

 c
o

m
p

e
te

nt
 to

 a
c

c
o

m
p

a
ny

a
w

o
rk

e
r. 

Em
p

lo
ye

rs
 m

u
st

 a
g

re
e

 to
 a

 w
o

rk
e

r’s
re

q
u

e
st

to
 

b
e

 a
c

c
o

m
p

a
n

ie
d

 b
y 

a
ny

 c
o

m
p

a
n

io
n

 fr
o

m
o

n
e

o
ft

h
e

se
c

a
te

g
o

rie
s.

 W
o

rk
e

rs
 m

a
y 

a
ls

o
 a

lte
r t

h
e

ir 
c

h
o

ic
e

 o
f 

c
o

m
p

a
n

io
n

 if
 t

h
e

y 
w

is
h

. A
s 

a
 m

a
tt

e
r o

f g
o

o
d

 p
ra

c
tic

e
, 

in
 m

a
ki

n
g

 t
h

e
ir 

c
h

o
ic

e
 w

o
rk

e
rs

 s
h

o
u

ld
 b

e
a

r i
n

 m
in

d
 t

h
e

 
p

ra
c

tic
a

lit
ie

s 
o

f t
h

e
 a

rr
a

n
g

e
m

e
nt

s.
 F

o
r i

n
st

a
n

c
e

, a
 

w
o

rk
e

r m
a

y 
c

ho
o

se
 to

 b
e

 a
c

c
o

m
p

a
ni

e
d

 b
y 

a
 c

o
m

p
a

ni
o

n
w

h
o

 is
 s

u
ita

b
le

, w
ill

in
g

 a
n

d
 a

va
ila

b
le

 o
n

 s
ite

 ra
th

e
r t

h
a

n
 

so
m

e
o

n
e

 f
ro

m
 a

 g
e

o
g

ra
p

h
ic

a
lly

 re
m

o
te

 lo
c

a
tio

n
.
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To

 e
xe

rc
ise

 t
h

e
 s

ta
tu

to
ry

 r
ig

ht
 to

 b
e

 a
c

c
o

m
p

a
n

ie
d

 
w

o
rk

e
rs

 m
u

st
 m

a
ke

 a
 re

a
so

n
a

b
le

 re
q

u
e

st
. W

h
a

t 
is

 
re

a
so

n
a

b
le

 w
ill

 d
e

p
e

n
d

 o
n

 t
h

e
 c

irc
u

m
st

a
n

c
e

s 
o

f e
a

c
h

 
in

d
iv

id
u

a
l c

a
se

. A
 re

q
u

e
st

 to
 b

e
 a

c
c

o
m

p
a

n
ie

d
 d

o
e

s 
n

o
t 

h
a

ve
 to

 b
e

 in
 w

rit
in

g
 o

r w
ith

in
 a

 c
e

rt
a

in
 t

im
e

fr
a

m
e

. 
H

o
w

e
ve

r, 
a

 w
o

rk
e

r s
h

o
u

ld
 p

ro
vi

d
e

 e
n

o
u

g
h

 t
im

e
 fo

r t
h

e
 

e
m

p
lo

ye
r t

o
 d

e
a

l w
ith

 t
h

e
 c

o
m

p
a

n
io

n’
s 

a
tt

e
n

d
a

n
c

e
 a

t 
th

e
 m

e
e

tin
g

. W
o

rk
e

rs
 s

h
o

u
ld

 a
ls

o
 c

o
n

si
d

e
r h

o
w

 t
h

e
y 

m
a

ke
 t

h
e

ir 
re

q
u

e
st

 s
o

 t
h

a
t 

it 
is

 c
le

a
rly

 u
n

d
e

rs
to

o
d

, f
o

r 
in

st
a

n
c

e
 b

y 
le

tt
in

g
 t

h
e

 e
m

p
lo

ye
r k

n
o

w
 in

 a
d

va
n

c
e

 t
h

e
 

n
a

m
e

 o
f t

h
e

 c
o

m
p

a
n

io
n

 w
h

e
re

 p
o

ss
ib

le
 a

n
d

 w
h

e
th

e
r 

th
e

y 
a

re
 a

 fe
llo

w
 w

o
rk

e
r o

r t
ra

d
e

 u
n

io
n

 o
ffi

c
ia

l o
r 

re
p

re
se

nt
a

tiv
e

.

16
If 

a
 w

o
rk

e
r’

s 
c

h
o

se
n

 c
o

m
p

a
n

io
n

 w
ill

 n
o

t 
b

e
 a

va
ila

b
le

 a
t 

th
e

 t
im

e
 p

ro
p

o
se

d
 fo

r t
h

e
 h

e
a

rin
g

 b
y 

th
e

 e
m

p
lo

ye
r, 

th
e

 
e

m
p

lo
ye

r m
u

st
 p

o
st

p
o

n
e

 t
h

e
 h

e
a

rin
g

 to
 a

 t
im

e
 

p
ro

p
o

se
d

 b
y 

th
e

 w
o

rk
e

r p
ro

vi
d

e
d

 t
h

a
t 

th
e

 a
lte

rn
a

tiv
e

 
tim

e
 is

 b
o

th
 re

a
so

n
a

b
le

 a
n

d
 n

o
t 

m
o

re
 t

h
a

n
 fi

ve
 w

o
rk

in
g

 
d

a
ys

 a
ft

e
r t

h
e

 d
a

te
 o

rig
in

a
lly

 p
ro

p
o

se
d

.
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10
C

o
d

e
 o

f p
ra

c
tic

e
 o

n
 d

is
c

ip
lin

a
ry

 a
n

d
 g

rie
va

n
c

e
 p

ro
c

e
d

u
re

s

d
isc

ip
lin

a
ry

 m
e

e
tin

g
. I

t 
w

o
u

ld
 n

o
rm

a
lly

 b
e

 a
p

p
ro

p
ria

te
 

to
 p

ro
vi

d
e

 c
o

p
ie

s 
o

f a
ny

 w
rit

te
n

 e
vi

d
e

n
c

e
, w

h
ic

h
 m

a
y 

in
c

lu
d

e
 a

ny
 w

itn
e

ss
 s

ta
te

m
e

nt
s,

 w
ith

 t
h

e
 n

o
tifi

c
a

tio
n

.

10
 

Th
e

 n
o

tifi
c

a
tio

n
 s

h
o

u
ld

 a
ls

o
 g

iv
e

 d
e

ta
ils

 o
f t

h
e

 t
im

e
 a

n
d

 
ve

n
u

e
 fo

r t
h

e
 d

isc
ip

lin
a

ry
 m

e
e

tin
g

 a
n

d
 a

d
vi

se
 t

h
e

 
e

m
p

lo
ye

e
 o

f t
h

e
ir 

rig
ht

 to
 b

e
 a

c
c

o
m

p
a

n
ie

d
 a

t 
th

e
 m

e
e

tin
g

.

H
o

ld
 a

 m
e

e
tin

g
 w

ith
 th

e
 e

m
p

lo
ye

e
 to

 d
isc

u
ss

 
th

e
 p

ro
b

le
m

11
 

Th
e

 m
e

e
tin

g
 s

h
o

u
ld

 b
e

 h
e

ld
 w

ith
o

u
t 

u
n

re
a

so
n

a
b

le
 

d
e

la
y 

w
h

ils
t 

a
llo

w
in

g
 t

h
e

 e
m

p
lo

ye
e

 re
a

so
n

a
b

le
 t

im
e

 to
 

p
re

p
a

re
 t

h
e

ir 
c

a
se

.
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Em
p

lo
ye

rs
 a

n
d

 e
m

p
lo

ye
e

s 
(a

n
d

 t
h

e
ir 

c
o

m
p

a
n

io
n

s)
 

sh
o

u
ld

 m
a

ke
 e

ve
ry

 e
ffo

rt
 to

 a
tt

e
n

d
 t

h
e

 m
e

e
tin

g
. A

t 
th

e
 

m
e

e
tin

g
 t

h
e

 e
m

p
lo

ye
r s

h
o

u
ld

 e
xp

la
in

 t
h

e
 c

o
m

p
la

in
t 

a
g

a
in

st
 t

h
e

 e
m

p
lo

ye
e

 a
n

d
 g

o
 t

h
ro

u
g

h
 t

h
e

 e
vi

d
e

n
c

e
 

th
a

t 
h

a
s 

b
e

e
n

 g
a

th
e

re
d

. T
h

e
 e

m
p

lo
ye

e
 s

h
o

u
ld

 b
e

 
a

llo
w

e
d

 to
 s

e
t o

ut
 th

e
ir 

c
a

se
 a

n
d

 a
n

sw
e

r a
ny

 a
lle

g
a

tio
n

s 
th

a
t 

h
a

ve
 b

e
e

n
 m

a
d

e
. T

h
e

 e
m

p
lo

ye
e

 s
h

o
u

ld
 a

ls
o

 b
e

 
g

iv
e

n
 a

 re
a

so
n

a
b

le
 o

p
p

o
rt

u
n

ity
 to

 a
sk

 q
u

e
st

io
n

s,
 p

re
se

nt
 

e
vi

d
e

n
c

e
 a

n
d

 c
a

ll 
re

le
va

nt
 w

itn
e

ss
e

s.
 T

h
e

y 
sh

o
u

ld
 a

ls
o

 
b

e
 g

iv
e

n
 a

n
 o

p
p

o
rt

u
n

ity
 to

 ra
ise

 p
o

in
ts

 a
b

o
u

t 
a

ny
 

in
fo

rm
a

tio
n

 p
ro

vi
d

e
d

 b
y 

w
itn

e
ss

e
s.

 W
h

e
re

 a
n

 e
m

p
lo

ye
r 

o
r e

m
p

lo
ye

e
 in

te
n

d
s 

to
 c

a
ll 

re
le

va
nt

 w
itn

e
ss

e
s 

th
e

y 
sh

o
u

ld
 g

iv
e

 a
d

va
n

c
e

 n
o

tic
e

 t
h

a
t 

th
e

y 
in

te
n

d
 to

 d
o

 t
h

is
.

A
llo

w
 th

e
 e

m
p

lo
ye

e
 to

 b
e

 a
c

c
o

m
p

a
n

ie
d

 a
t 

th
e

 m
e

e
tin

g
13

 
W

o
rk

e
rs

 h
a

ve
 a

 s
ta

tu
to

ry
 r

ig
ht

 to
 b

e
 a

c
c

o
m

p
a

n
ie

d
 b

y 
a

 
c

o
m

p
a

n
io

n 
w

he
re

 th
e

 d
isc

ip
lin

a
ry

 m
e

e
tin

g
 c

o
u

ld
 re

su
lt 

in
:

•
a

 fo
rm

a
l w

a
rn

in
g

 b
e

in
g

 is
su

e
d

; o
r

•
th

e
 ta

ki
n

g
 o

f s
o

m
e

 o
th

e
r d

isc
ip

lin
a

ry
 a

c
tio

n;
 o

r

w
w

w
.a

c
a

s.
o

rg
.u

k 
11

•
th

e
 c

o
n

fir
m

a
tio

n
 o

f a
 w

a
rn

in
g

 o
r s

o
m

e
 o

th
e

r
d

isc
ip

lin
a

ry
 a

c
tio

n
 (

a
p

p
e

a
l h

e
a

rin
g

s)
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Th
e

 s
ta

tu
to

ry
 r

ig
ht

 is
 to

 b
e

 a
c

c
o

m
p

a
n

ie
d

 b
y 

a
 fe

llo
w

 
w

o
rk

e
r, 

a
 t

ra
d

e
 u

n
io

n
 re

p
re

se
nt

a
tiv

e
, o

r a
n

 o
ffi

c
ia

l 
e

m
p

lo
ye

d
 b

y 
a

 t
ra

d
e

 u
n

io
n.

 A
 t

ra
d

e
 u

n
io

n 
re

p
re

se
nt

a
tiv

e
 

w
h

o
 is

 n
o

t 
a

n
 e

m
p

lo
ye

d
 o

ffi
c

ia
l m

u
st

 h
a

ve
 b

e
e

n 
c

e
rt

ifi
e

d
 

b
y 

th
e

ir 
u

n
io

n 
a

s 
b

e
in

g
 c

o
m

p
e

te
nt

 to
 a

c
c

o
m

p
a

ny
 a

 
w

o
rk

e
r. 

Em
p

lo
ye

rs
 m

u
st

 a
g

re
e

 to
 a

 w
o

rk
e

r’s
 re

q
u

e
st

 to
 

b
e

 a
c

c
o

m
p

a
n

ie
d

 b
y 

a
ny

 c
o

m
p

a
n

io
n

 fr
o

m
 o

n
e

 o
f t

h
e

se
 

c
a

te
g

o
rie

s.
 W

o
rk

e
rs

 m
a

y 
a

ls
o

 a
lte

r t
h

e
ir 

c
h

o
ic

e
 o

f 
c

o
m

p
a

n
io

n
 if

 t
h

e
y 

w
is

h
. A

s 
a

 m
a

tt
e

r o
f g

o
o

d
 p

ra
c

tic
e

, 
in

 m
a

ki
n

g
 t

h
e

ir 
c

h
o

ic
e

 w
o

rk
e

rs
 s

h
o

u
ld

 b
e

a
r i

n
 m

in
d

 t
h

e
 

p
ra

c
tic

a
lit

ie
s 

o
f t

h
e

 a
rr

a
n

g
e

m
e

nt
s.

 F
o

r i
n

st
a

n
c

e
, a

 
w

o
rk

e
r m

a
y 

c
ho

o
se

 to
 b

e
 a

c
c

o
m

p
a

ni
e

d
 b

y 
a

 c
o

m
p

a
ni

o
n

 
w

h
o

 is
 s

u
ita

b
le

, w
ill

in
g

 a
n

d
 a

va
ila

b
le

 o
n

 s
ite

 ra
th

e
r t

h
a

n
 

so
m

e
o

n
e

 f
ro

m
 a

 g
e

o
g

ra
p

h
ic

a
lly

 re
m

o
te

 lo
c

a
tio

n
.
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To
 e

xe
rc

ise
 t

h
e

 s
ta

tu
to

ry
 r

ig
ht

 to
 b

e
 a

c
c

o
m

p
a

n
ie

d
 

w
o

rk
e

rs
 m

u
st

 m
a

ke
 a

 re
a

so
n

a
b

le
 re

q
u

e
st

. W
h

a
t 

is
 

re
a

so
n

a
b

le
 w

ill
 d

e
p

e
n

d
 o

n
 t

h
e

 c
irc

u
m

st
a

n
c

e
s 

o
f e

a
c

h
 

in
d

iv
id

u
a

l c
a

se
. A

 re
q

u
e

st
 to

 b
e

 a
c

c
o

m
p

a
n

ie
d

 d
o

e
s 

n
o

t 
h

a
ve

 to
 b

e
 in

 w
rit

in
g

 o
r w

ith
in

 a
 c

e
rt

a
in

 t
im

e
fr

a
m

e
. 

H
o

w
e

ve
r, 

a
 w

o
rk

e
r s

h
o

u
ld

 p
ro

vi
d

e
 e

n
o

u
g

h
 t

im
e

 fo
r t

h
e

 
e

m
p

lo
ye

r t
o

 d
e

a
l w

ith
 t

h
e

 c
o

m
p

a
n

io
n’

s 
a

tt
e

n
d

a
n

c
e

 a
t 

th
e

 m
e

e
tin

g
. W

o
rk

e
rs

 s
h

o
u

ld
 a

ls
o

 c
o

n
si

d
e

r h
o

w
 t

h
e

y 
m

a
ke

 t
h

e
ir 

re
q

u
e

st
 s

o
 t

h
a

t 
it 

is
 c

le
a

rly
 u

n
d

e
rs

to
o

d
, f

o
r 

in
st

a
n

c
e

 b
y 

le
tt

in
g

 t
h

e
 e

m
p

lo
ye

r k
n

o
w

 in
 a

d
va

n
c

e
 t

h
e

 
n

a
m

e
 o

f t
h

e
 c

o
m

p
a

n
io

n
 w

h
e

re
 p

o
ss

ib
le

 a
n

d
 w

h
e

th
e

r 
th

e
y 

a
re

 a
 fe

llo
w

 w
o

rk
e

r o
r t

ra
d

e
 u

n
io

n
 o

ffi
c

ia
l o

r 
re

p
re

se
nt

a
tiv

e
.
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If 
a

 w
o

rk
e

r’
s 

c
h

o
se

n
 c

o
m

p
a

n
io

n
 w

ill
 n

o
t 

b
e

 a
va

ila
b

le
 a

t 
th

e
 t

im
e

 p
ro

p
o

se
d

 fo
r t

h
e

 h
e

a
rin

g
 b

y 
th

e
 e

m
p

lo
ye

r, 
th

e
 

e
m

p
lo

ye
r m

u
st

 p
o

st
p

o
n

e
 t

h
e

 h
e

a
rin

g
 to

 a
 t

im
e

 
p

ro
p

o
se

d
 b

y 
th

e
 w

o
rk

e
r p

ro
vi

d
e

d
 t

h
a

t 
th

e
 a

lte
rn

a
tiv

e
 

tim
e

 is
 b

o
th

 re
a

so
n

a
b

le
 a

n
d

 n
o

t 
m

o
re

 t
h

a
n

 fi
ve

 w
o

rk
in

g
 

d
a

ys
 a

ft
e

r t
h

e
 d

a
te

 o
rig

in
a

lly
 p

ro
p

o
se

d
.
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Th
e

 c
o

m
p

a
n

io
n

 s
h

o
u

ld
 b

e
 a

llo
w

e
d

 to
 a

d
d

re
ss

 t
h

e
 

h
e

a
rin

g
 to

 p
u

t 
a

n
d

 s
u

m
 u

p
 t

h
e

 w
o

rk
e

r’
s 

c
a

se
, r

e
sp

o
n

d
 

o
n

 b
e

h
a

lf 
o

f t
h

e
 w

o
rk

e
r t

o
 a

ny
 v

ie
w

s 
e

xp
re

ss
e

d
 a

t 
th

e
 

m
e

e
tin

g
 a

n
d

 c
o

n
fe

r w
ith

 t
h

e
 w

o
rk

e
r d

u
rin

g
 t

h
e

 h
e

a
rin

g
. 

Th
e

 c
o

m
p

a
n

io
n

 d
o

e
s 

n
o

t, 
h

o
w

e
ve

r, 
h

a
ve

 t
h

e
 r

ig
ht

 to
 

a
n

sw
e

r q
u

e
st

io
n

s 
o

n
 t

h
e

 w
o

rk
e

r’
s 

b
e

h
a

lf,
 a

d
d

re
ss

 t
h

e
 

h
e

a
rin

g
 if

 t
h

e
 w

o
rk

e
r d

o
e

s 
no

t w
ish

 it
 o

r p
re

ve
nt

 th
e

 
e

m
p

lo
ye

r f
ro

m
 e

xp
la

in
in

g
 th

e
ir 

c
a

se
.

D
e

c
id

e
 o

n
 a

p
p

ro
p

ria
te

 a
c

tio
n
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A
ft

e
r t

h
e

 m
e

e
tin

g
 d

e
c

id
e

 w
h

e
th

e
r o

r n
o

t 
d

isc
ip

lin
a

ry
 o

r 
a

ny
 o

th
e

r a
c

tio
n

 is
 ju

st
ifi

e
d

 a
n

d
 in

fo
rm

 t
h

e
 e

m
p

lo
ye

e
 

a
c

c
o

rd
in

g
ly

 in
 w

rit
in

g
.
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W
h

e
re

 m
isc

o
n

d
u

c
t 

is
 c

o
n

fir
m

e
d

 o
r t

h
e

 e
m

p
lo

ye
e

 is
 

fo
u

n
d

 to
 b

e
 p

e
rf

o
rm

in
g

 u
n

sa
tis

fa
c

to
ril

y 
it 

is
 u

su
a

l t
o

 g
iv

e
 

th
e

 e
m

p
lo

ye
e

 a
 w

rit
te

n
 w

a
rn

in
g

. A
 fu

rt
h

e
r a

c
t 

o
f 

m
isc

o
n

d
u

c
t 

o
r f

a
ilu

re
 to

 im
p

ro
ve

 p
e

rf
o

rm
a

n
c

e
 w

ith
in

 a
 

se
t 

p
e

rio
d

 w
o

u
ld

 n
o

rm
a

lly
 re

su
lt 

in
 a

 fi
n

a
l w

rit
te

n
 

w
a

rn
in

g
.
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If 
a

n
 e

m
p

lo
ye

e’
s 

fir
st

 m
isc

o
n

d
u

c
t 

o
r u

n
sa

tis
fa

c
to

ry
 

p
e

rf
o

rm
a

n
c

e
 is

 s
u

ffi
c

ie
nt

ly
 s

e
rio

u
s,

 it
 m

a
y 

b
e

 a
p

p
ro

p
ria

te
 

to
 m

o
ve

 d
ire

c
tly

 to
 a

 fi
n

a
l w

rit
te

n
 w

a
rn

in
g

. T
h

is
 m

ig
ht

 
o

c
c

u
r w

h
e

re
 t

h
e

 e
m

p
lo

ye
e’

s 
a

c
tio

n
s 

h
a

ve
 h

a
d

, o
r a

re
 

lia
b

le
 to

 h
a

ve
, a

 s
e

rio
u

s 
o

r h
a

rm
fu

l i
m

p
a

c
t 

o
n

 t
h

e
 

o
rg

a
n

isa
tio

n
.
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A
 fi

rs
t 

o
r fi

n
a

l w
rit

te
n

 w
a

rn
in

g
 s

h
o

u
ld

 s
e

t 
o

u
t 

th
e

 n
a

tu
re

 
o

f t
h

e
 m

isc
o

n
d

u
c

t 
o

r p
o

o
r p

e
rf

o
rm

a
n

c
e

 a
n

d
 t

h
e

 
c

h
a

n
g

e
 in

 b
e

h
a

vi
o

u
r o

r i
m

p
ro

ve
m

e
nt

 in
 p

e
rf

o
rm

a
n

c
e

 
re

q
u

ire
d

 (
w

ith
 t

im
e

sc
a

le
). 

Th
e

 e
m

p
lo

ye
e

 s
h

o
u

ld
 b

e
 to

ld
 

h
o

w
 lo

n
g

 t
h

e
 w

a
rn

in
g

 w
ill

 re
m

a
in

 c
u

rr
e

nt
. T

h
e

 e
m

p
lo

ye
e

 
sh

o
u

ld
 b

e
 in

fo
rm

e
d

 o
f t

h
e

 c
o

n
se

q
u

e
n

c
e

s 
o

f f
u

rt
h

e
r 

m
isc

o
n

d
u

c
t, 

o
r f

a
ilu

re
 to

 im
p

ro
ve

 p
e

rf
o

rm
a

n
c

e
, w

ith
in

 
th

e
 s

e
t 

p
e

rio
d

 fo
llo

w
in

g
 a

 fi
n

a
l w

a
rn

in
g

. F
o

r i
n

st
a

n
c

e
 

th
a

t 
it 

m
a

y 
re

su
lt 

in
 d

is
m

is
sa

l o
r s

o
m

e
 o

th
e

r c
o

nt
ra

c
tu

a
l 

p
e

n
a

lty
 s

u
c

h
 a

s 
d

e
m

o
tio

n
 o

r l
o

ss
 o

f s
e

n
io

rit
y.

w
w

w
.a

c
a

s.
o

rg
.u

k
13
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A
 d

e
c

isi
o

n
 to

 d
ism

iss
 s

h
o

u
ld

 o
n

ly
 b

e
 ta

ke
n

 b
y 

a
 m

a
n

a
g

e
r 

w
h

o
 h

a
s 

th
e

 a
u

th
o

rit
y 

to
 d

o
 s

o
. T

h
e

 e
m

p
lo

ye
e

 s
h

o
u

ld
 

b
e

 in
fo

rm
e

d
 a

s 
so

o
n

 a
s 

p
o

ss
ib

le
 o

f t
h

e
 re

a
so

n
s 

fo
r t

h
e

 
d

is
m

is
sa

l, 
th

e
 d

a
te

 o
n

 w
h

ic
h

 t
h

e
 e

m
p

lo
ym

e
nt

 c
o

nt
ra

c
t 

w
ill

 e
n

d
, t

h
e

 a
p

p
ro

p
ria

te
 p

e
rio

d
 o

f n
o

tic
e

 a
n

d
 t

h
e

ir 
rig

ht
 o

f a
p

p
e

a
l.
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So
m

e
 a

c
ts

, t
e

rm
e

d
 g

ro
ss

 m
isc

o
n

d
u

c
t, 

a
re

 s
o

 s
e

rio
u

s 
in

 
th

e
m

se
lv

e
s 

o
r h

a
ve

 s
u

c
h

 s
e

rio
u

s 
c

o
n

se
q

u
e

n
c

e
s 

th
a

t 
th

e
y 

m
a

y 
c

a
ll 

fo
r d

is
m

is
sa

l w
ith

o
u

t 
n

o
tic

e
 fo

r a
 fi

rs
t 

o
ffe

n
c

e
. B

u
t 

a
 fa

ir 
d

isc
ip

lin
a

ry
 p

ro
c

e
ss

 s
h

o
u

ld
 a

lw
a

ys
 b

e
 

fo
llo

w
e

d
, b

e
fo

re
 d

is
m

is
si

n
g

 fo
r g

ro
ss

 m
isc

o
n

d
u

c
t.
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D
isc

ip
lin

a
ry

 ru
le

s 
sh

o
u

ld
 g

iv
e

 e
xa

m
p

le
s 

o
f a

c
ts

 w
h

ic
h

 th
e

 
e

m
p

lo
ye

r r
e

g
a

rd
s 

a
s 

a
c

ts
 o

f g
ro

ss
 m

isc
o

n
d

u
c

t. 
Th

e
se

 
m

a
y 

va
ry

 a
c

c
o

rd
in

g
 to

 t
h

e
 n

a
tu

re
 o

f t
h

e
 o

rg
a

n
isa

tio
n

 
a

n
d

 w
h

a
t 

it 
d

o
e

s,
 b

u
t 

m
ig

ht
 in

c
lu

d
e

 t
h

in
g

s 
su

c
h

 a
s 

th
e

ft
 

o
r f

ra
u

d
, p

hy
si

c
a

l v
io

le
n

c
e

, g
ro

ss
 n

e
g

lig
e

n
c

e
 o

r s
e

rio
u

s 
in

su
b

o
rd

in
a

tio
n

.
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W
h

e
re

 a
n

 e
m

p
lo

ye
e

 is
 p

e
rs

is
te

nt
ly

 u
n

a
b

le
 o

r u
n

w
ill

in
g

 
to

 a
tt

e
n

d
 a

 d
isc

ip
lin

a
ry

 m
e

e
tin

g
 w

ith
o

u
t 

g
o

o
d

 c
a

u
se

 
th

e
 e

m
p

lo
ye

r s
h

o
u

ld
 m

a
ke

 a
 d

e
c

is
io

n
 o

n
 t

h
e

 e
vi

d
e

n
c

e
 

a
va

ila
b

le
.

Pr
o

vi
d

e
 e

m
p

lo
ye

e
s 

w
ith

 a
n

 o
p

p
o

rt
u

n
ity

 to
 a

p
p

e
a

l
26

 
W

h
e

re
 a

n
 e

m
p

lo
ye

e
 fe

e
ls

 t
h

a
t 

d
isc

ip
lin

a
ry

 a
c

tio
n

 ta
ke

n
 

a
g

a
in

st
 t

h
e

m
 is

 w
ro

n
g

 o
r u

n
ju

st
 t

h
e

y 
sh

o
u

ld
 a

p
p

e
a

l 
a

g
a

in
st

 t
h

e
 d

e
c

is
io

n
. A

p
p

e
a

ls
 s

h
o

u
ld

 b
e

 h
e

a
rd

 w
ith

o
u

t 
u

n
re

a
so

n
a

b
le

 d
e

la
y 

a
n

d
 id

e
a

lly
 a

t 
a

n
 a

g
re

e
d

 t
im

e
 a

n
d

 
p

la
c

e
. E

m
p

lo
ye

e
s 

sh
o

u
ld

 le
t e

m
p

lo
ye

rs
 k

n
o

w
 th

e
 g

ro
u

n
d

s 
fo

r t
h

e
ir 

a
p

p
e

a
l i

n
 w

rit
in

g
.
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Th
e

 a
p

p
e

a
l s

h
o

u
ld

 b
e

 d
e

a
lt 

w
ith

 im
p

a
rt

ia
lly

 a
n

d
, 

w
h

e
re

ve
r p

o
ss

ib
le

, b
y 

a
 m

a
n

a
g

e
r w

h
o

 h
a

s 
n

o
t 

p
re

vi
o

u
sl

y 
b

e
e

n
 in

vo
lv

e
d

 in
 t

h
e

 c
a

se
.
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a
ve
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 to

 b
e

 a
c

c
o

m
p

a
n

ie
d

 a
t 

a
p

p
e

a
l h

e
a
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g
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n
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n
c

e
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c

e
d
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Em
p

lo
ye

e
s 

sh
o

u
ld

 b
e

 in
fo

rm
e

d
 in

 w
rit

in
g

 o
f t

h
e

 re
su

lts
 o

f 
th

e
 a

p
p

e
a

l h
e

a
rin

g
 a

s 
so

o
n

 a
s 

p
o

ss
ib

le
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W
h

e
re

 d
isc

ip
lin

a
ry

 a
c

tio
n

 is
 b

e
in

g
 c

o
n

si
d

e
re

d
 a

g
a

in
st

 
a

n
 e

m
p

lo
ye

e
 w

h
o

 is
 a

 t
ra

d
e

 u
n

io
n

 re
p

re
se

nt
a

tiv
e

 t
h

e
 

n
o

rm
a

l d
isc

ip
lin

a
ry

 p
ro

c
e

d
u

re
 s

h
o

u
ld

 b
e

 fo
llo

w
e

d
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D
e

p
e

n
d

in
g

 o
n

 t
h

e
 c

irc
u

m
st

a
n

c
e

s,
 h

o
w

e
ve

r, 
it 

is
 

a
d

vi
sa

b
le

 to
 d

isc
u

ss
 t

h
e

 m
a

tt
e

r a
t 

a
n

 e
a

rly
 s

ta
g

e
 w

ith
 

a
n

 o
ffi

c
ia

l e
m

p
lo

ye
d

 b
y 

th
e

 u
n

io
n

, a
ft

e
r o

b
ta

in
in

g
 t

h
e

 
e

m
p

lo
ye

e’
s 

a
g

re
e

m
e

nt
.
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If 
a

n
 e

m
p

lo
ye

e
 is

 c
h

a
rg

e
d

 w
ith

, o
r c

o
nv

ic
te

d
 o

f a
 

c
rim

in
a

l o
ffe

n
c

e
 t

h
is

 is
 n

o
t 

n
o

rm
a

lly
 in

 it
se

lf 
re

a
so

n
 fo

r 
d

isc
ip

lin
a

ry
 a

c
tio

n
. C

o
n

si
d

e
ra

tio
n

 n
e

e
d

s 
to

 b
e

 g
iv

e
n

 to
 

w
h

a
t 

e
ffe

c
t 

th
e

 c
h

a
rg

e
 o

r c
o

nv
ic

tio
n

 h
a

s 
o

n
 t

h
e

 
e

m
p

lo
ye

e’
s 

su
ita

b
ili

ty
 to

 d
o

 t
h

e
 jo

b
 a

n
d

 t
h

e
ir 

re
la

tio
n

sh
ip

 
w

ith
 t

h
e

ir 
e

m
p

lo
ye

r, 
w

o
rk

 c
o

lle
a

g
u

e
s 

a
n

d
 c

u
st

o
m

e
rs

.
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h
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If 
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 n
o

t 
p

o
ss

ib
le

 to
 re

so
lv

e
 a

 g
rie

va
n

c
e

 in
fo

rm
a

lly
 

e
m

p
lo

ye
e

s 
sh

o
u

ld
 ra

ise
 t

h
e

 m
a

tt
e

r f
o

rm
a

lly
 a

n
d

 w
ith

o
u

t 
u

n
re

a
so

n
a

b
le

 d
e

la
y 

w
ith

 a
 m

a
n

a
g

e
r w

h
o

 is
 n

o
t 

th
e

 
su

b
je

c
t 

o
f t

h
e

 g
rie

va
n

c
e

. T
h

is
 s

h
o

u
ld

 b
e

 d
o

n
e

 in
 w

rit
in

g
 

a
n

d
 s

h
o

u
ld

 s
e

t 
o

u
t 

th
e

 n
a

tu
re

 o
f t

h
e

 g
rie

va
n

c
e

.
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o

ld
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 w
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 th
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m
p
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ye
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u
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th

e
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n
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Em

p
lo

ye
rs

 s
h

o
u

ld
 a

rr
a

n
g

e
 fo

r a
 fo

rm
a

l m
e

e
tin

g
 to

 b
e

 
h

e
ld

 w
ith

o
u

t 
u

n
re

a
so

n
a

b
le

 d
e

la
y 

a
ft

e
r a

 g
rie

va
n

c
e

 
is

 re
c

e
iv

e
d

.
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Em
p

lo
ye

rs
, e

m
p

lo
ye

e
s 

a
n

d
 t

h
e

ir 
c

o
m

p
a

n
io

n
s 

sh
o

u
ld

 
m

a
ke

 e
ve

ry
 e

ffo
rt

 to
 a

tt
e

n
d

 t
h

e
 m

e
e

tin
g

. E
m

p
lo

ye
e

s 
sh

o
u

ld
 b

e
 a

llo
w

e
d

 to
 e

xp
la

in
 t

h
e

ir 
g

rie
va

n
c

e
 a

n
d

 h
o

w
 

th
e

y 
th

in
k 

it 
sh

o
u

ld
 b

e
 re

so
lv

e
d

. C
o

n
sid

e
ra

tio
n

 s
h

o
u

ld
 b

e
 

g
iv

e
n

 to
 a

d
jo

u
rn

in
g

 t
h

e
 m

e
e

tin
g

 fo
r a

ny
 in

ve
st

ig
a

tio
n

 
th

a
t 

m
a

y 
b

e
 n

e
c

e
ss

a
ry

.
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W
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a

ve
 a

 s
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tu
to

ry
 r

ig
ht

 to
 b

e
 a

c
c

o
m

p
a

n
ie

d
 b

y 
a

 
c

o
m

p
a

n
io

n
 a

t 
a

 g
rie

va
n

c
e

 m
e

e
tin

g
 w

h
ic

h
 d

e
a

ls
 w

ith
 a

 
c

o
m

p
la

in
t 

a
b

o
u

t 
a

 d
u

ty
 o

w
e

d
 b

y 
th

e
 e

m
p

lo
ye

r t
o

 t
h

e
 

w
o

rk
e

r. 
So

 t
h

is
 w

o
u

ld
 a

p
p

ly
 w

h
e

re
 t

h
e

 c
o

m
p

la
in

t 
is,

 fo
r 

e
xa

m
p

le
, t

h
a

t 
th

e
 e

m
p

lo
ye

r i
s 

n
o

t 
h

o
n

o
u

rin
g

 t
h

e
 

w
o

rk
e

r’
s 

c
o

nt
ra

c
t, 

o
r i

s 
in

 b
re

a
c

h
 o

f l
e

g
is

la
tio

n
.
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 to
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e
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c

o
m

p
a

n
ie

d
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y 
a

 fe
llo

w
 

w
o

rk
e

r, 
a

 t
ra

d
e

 u
n

io
n

 re
p

re
se

nt
a

tiv
e

, o
r a

n
 o

ffi
c

ia
l 

e
m

p
lo

ye
d

 b
y 

a
 t

ra
d

e
 u

n
io

n.
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