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         Disciplinary action Guidlines 

1.1       Introduction 

Where an employee's performance is considered to be unsatisfactory or the employee commits an 
act of misconduct, the employee will be subject to such disciplinary action as may be appropriate 
according to the seriousness of the situation. The normal pattern will be: 

Stage 1: oral warning  

Stage 2: written warning 

              Stage 3: final written warning  

Stage 4: dismissal. 

There may however be occasions when a written warning, a final written warning or dismissal is 
immediately justified depending on the overall circumstances. The OCOSC reserves the right to go 
to any stage of the disciplinary procedure at any time during a disciplinary matter. 

1.2      Procedure 

Stage 1 - oral warning 

When an employee's performance is unsatisfactory or the employee commits an act of misconduct 
(other than in cases of serious misconduct) the normal action in the first instance will be a formal 
oral warning. 

If the warning is for misconduct the employee will be advised of the misconduct. If the warning is 
for unsatisfactory performance, the employee will be advised as to what improvement is necessary, 
what steps should be taken to achieve that improvement and the time allowed. In either case, the 
employee will be made aware that any further misconduct or continued unsatisfactory performance 
may lead to a written warning. The employee will be advised of the right of appeal. A note of the oral 
warning will be placed on the employee's personal file. 

Stage 2 - written warning 

When:- 

•         an employee's performance does not improve as required; or 

•         the employee's performance has been particularly poor (whether or not an oral 
warning has been previously given); or 

•         the employee commits a further act of misconduct; or 

•         the employee commits an act of misconduct which is anything other than minor 
(whether or not an oral warning has been previously given), 

a written warning may be given. If the warning is for misconduct the employee will be advised of the 
misconduct. If the warning is for unsatisfactory performance, the employee will be advised as to 
what improvement is necessary, what steps should be taken to 



  

 
achieve that improvement and the time allowed. In either case, the employee will be made aware that 
any further misconduct or continued unsatisfactory performance may lead to a final written warning. 
The employee will be advised of the right of appeal. The written warning will be given in duplicate to 
the employee who will be required to sign and return one copy of the written warning. A copy of the 
written warning will be placed on the employee's personal file. 

Stage 3 - final written warning 

When:- 

•         an employee's performance does not improve as required; or 

•         the employee's performance has been sufficiently poor (whether or not an oral or 
written warning his been previously given); or 

•         the employee commits a further act of misconduct; or 

•         the employee commits a serious act of misconduct (whether or not an oral or written 
warning has been previously given), 

a final written warning may be given. If the warning is for misconduct the employee will be advised 
of the misconduct. If the warning is for unsatisfactory performance, the employee will be advised as 
to what improvement is necessary, what steps should be taken to achieve that improvement and the 
time allowed. In either case, the employee will be made aware that any further misconduct or 
continued unsatisfactory performance may lead to dismissal. The employee will be advised of the 
right of appeal. 

The final written warning will be given in duplicate to the employee who will be required to sign 
and return one copy of the final written warning. A copy of the final written warning will be placed 
on the employee's personal file. 

Stage 4 - dismissal 

When:- 

•       an employee's performance does not improve as required; or 

•       the employee's performance has been sufficiently poor (whether or not an oral, or 
written final written warning has been previously given); or 

•       the employee commits a further act of misconduct; or 

•       the employee commits an act of sufficiently serious or gross misconduct (whether or. 
not an oral, written or final warning has been previously given), 

the employee may be dismissed. The employee will be issued with a letter terminating his or her 
employment which will also inform him or her of the reason for dismissal and the effective date. 
The employee will be advised of the right of appeal. 

In the event of gross misconduct, the termination of employment may be without notice or 
compensation in lieu of notice and without making any further payment beyond the amount of any 
remuneration actually accrued due to the date of such termination and any accrued holiday pay. 

  



 

1.3      Duration of warnings 

All warnings will be effective for a period not exceeding one calendar year. The duration of the 
warning will be specified when the warning is given. All warnings may be reviewed from time to 
time as appropriate if they have not been previously rescinded. Where a warning has expired or has 
been rescinded no further disciplinary action may be taken in respect of that warning. 

1.4      Other disciplinary action 

As well as oral and written warnings the OCOSC may take other forms of disciplinary action. 
Disciplinary action may include suspension in such manner as the OCOSC considers necessary 
whether with or without loss of remuneration, reduction of holiday entitlement in the event of 
excessive absenteeism, change of duties, or termination of employment, whether with or without 
notice. 

1.5      Gross misconduct 

As indicated above, in the event of gross misconduct the OCOSC may terminate employment without 
notice or compensation in lieu of notice and without making any further payment beyond the amount 
of any remuneration actually accrued due to the date of such termination and any accrued holiday 
pay. Listed below are examples of gross misconduct (the list is not exhaustive): 

•         if any employee is convicted of any criminal offence (other than a minor offence under the 
Road Traffic Acts); 

• if any employee commits any act of theft, fraud or any form of dishonesty (including 
action calculated to assist others in such activity); 

•         if any employee gives deliberately misleading or incorrect information prior to his or her 
employment by or on joining the OCOSC; 

• if any employee breaches his or her obligation of confidentiality; 

• if any employee is considered by the OCOSC to be so lacking in competence or 
judgment as to the prejudice the OCOSC's reputation and interests; 

•         if any employee refuses to carry out a reasonable request given by a person authorised to give 
such instructions; 

• if any employee fails to co-operate with other employees of the OCOSC or 
otherwise disrupts the proper conduct of the OCOSC's business; 

•         if any employee so conducts himself or herself either during or outside his normal hours of 
work that the interests and reputation of the OCOSC, its employees or any of the users of 
any OCOSC schemes are likely to be jeopardised or adversely affected; 

•         if any employee does not comply with the OCOSC's rules from time to time relating to risk 
management; 

•         if any employee commits a breach of the OCOSC's policies and procedures on equal 
opportunity and diversity and non-harassment; 

 

 



 

 
•         If any employee becomes involved in alcohol, drug or substance abuse during the course of 

work or affecting the performance of duties; 

•         If any employee commits a serious breach of the terms of his or her employment or is guilty of 
serious indiscipline; 

• If any employee commits any act of physical violence; 

•         if any   employee   (other  than   inadvertently)   accesses   or  seeks  to   access pornography 
on the internet; 

•         Serious infringement of health and safety rules; 

•         assessing personal data of other employees or partners without authority.  

1.6      Appeal 

Any employee who wishes to appeal against a disciplinary decision should in the case of a 
disciplinary decision at any of Stages 1 to 3 inclusive lodge his or her written notice of intention to 
appeal (and the grounds of appeal) with an OCOSC Director and in the case of a disciplinary decision 
at Stage 4 with the Chairperson of the OCOSC Board of Directors, in any case no later than three 
working days after the taking of the disciplinary action concerned. 

In the case of an appeal against a disciplinary decision made at any of Stages 1 to 3 inclusive the 
appeal will be heard by an appropriate person nominated by an OCOSC Director (who may be the 
Director him/herself) and in the case of an appeal against a disciplinary decision at Stage 4, by an 
appropriate person nominated by the Chairperson of the OCOSC Board of Directors (who may be the 
Chairperson him/herself). 

The appeal will normally be heard within 15 working days of receipt of the grounds of appeal. The 
decision of the person hearing the appeal will be final. The employee will be informed of the decision 
in writing, which will either: 

•       confirm the action already advised; or 

•       alter it to more appropriate action; or 

•       reverse it, thereby canceling the action against which the employee is appealing. 

In any event, details of the disciplinary procedure (including of course the appeal) will be retained 
on the employee's personal file 
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