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Disc ip linary proc edure for a ll grades of Host Contrac t Management Ltd 

(the Company) employees. Effec tive from 1st June 2004

Should  you fa il to meet the required  standards of c onduc t or performanc e, the following d isc ip lina ry 

p roc edure will norma lly app ly:

Informal level; a t the absolute d isc retion of the Company, where appropria te you will be c ounselled  as 

to your standard  of c onduc t or performanc e. This is an informa l warning whic h will be noted  on your file 

but does not form part of any forma l d isc ip lina ry p roc edure. At this level you a re not entitled  to be 

ac c ompanied  by a  fellow emp loyee or Trade Union offic ia l. The purpose of c ounselling  is to 

enc ourage you to ac hieve the required  standards of the Company by taking c onstruc tive and  positive 

steps to ac hieve early c orrec tive ac tion. Not every c ase will be appropria te for c ounselling  and  the 

Company has the absolute d isc retion to move stra ight to the forma l level of the d isc ip lina ry p roc edure.

Formal level; you have the right to be ac c ompanied  by a  fellow emp loyee of your own c hoic e or an 

offic ia l of a  Trade Union during  any d isc ip lina ry or appea l hearing .  If the Company believes tha t 

request for a  pa rtic ula r rep resenta tive is unreasonab le, the Company may ask you to nomina te a  

d ifferent rep resenta tive.  If your rep resenta tive is not ava ilab le a t the time and  da te p roposed  by the 

Company for a  hearing , the Company will postpone the hearing  to an a lterna tive time and  da te 

p roposed  by the representa tive, p rovided  tha t this fa lls within five working days a fter the orig ina l 

hearing  da te.

The Company reserves the right to initia te the p roc edure set out below a t any stage or to jump stages 

depend ing on the c irc umstanc es of the c ase.  

Stage 1 ð Verbal warning; should  your c onduc t or performanc e not meet the required  standard  you 

will rec eive a  verba l warning by your Manager. You will be advised  of the reason for the warning, the 

improvement required  and  the time sc a le for the improvement.

Stage 2 ð Written warning; should  you not respond  sa tisfac torily to a  verba l warning, or should  a  further 

offenc e or a  more serious first offenc e oc c ur, you will rec eive a  written warning. You will be advised  in 

writing  of the reason for the warning, the improvement required  and  the time sc a le for improvement.

Stage 3 ð Final written warning; should  you not respond  sa tisfac torily to a  written warning, or should  a  

further offenc e oc c ur or should  a  very serious first offenc e oc c ur, you will rec eive a  fina l written 

warning. You will be advised  in writing  of the reason for the warning, the improvements required  and  

the time sc a le for improvement.

Stage 4 - Dismissal; should  you not respond  sa tisfac torily to a  fina l written warning or should  a  further 

offenc e oc c ur the Company will be entitled  to termina te your emp loyment. The Company sha ll be 

entitled  a t its sole d isc retion to c onsider termina ting  your emp loyment, or c onsider demoting or 

transferring  you from your p resent loc a tion/ unit as an a lterna tive to d ismissa l. You will be informed  in 

writing  of the c irc umstanc es whic h have led  the Company to c onsider taking this step  and  the basis for 

any suc h d isc ip lina ry ac tion. You will be invited  to a  meeting  to d isc uss the matter before any ac tion is 

taken. You will be g iven a  reasonab le opportunity to c onsider your response before the meeting. 

Objec tive: to clearly outline Hostõs disciplinary policy



Gross misc onduc t;  g ross misc onduc t is any delibera te ac t, or neg ligent fa ilure to ac t by you tha t is 

�G�H�W�U�L�P�H�Q�W�D�O���W�R���W�K�H���J�R�R�G���F�R�Q�G�X�F�W���R�I���W�K�H���&�R�P�S�D�Q�\�·�V���E�X�V�L�Q�H�V�V.  

In order to a llow a  full investiga tion to take p lac e you will norma lly be suspended  from work on basic  

pay.  You will be informed  in writing  of the c onduc t or c irc umstanc es whic h have led  to the Company 

taking this step  and  the basis for any suc h d isc ip lina ry ac tion. You will be invited  to a  meeting  to d isc uss 

the matter before any ac tion is taken.  You will be g iven a  reasonab le opportunity to c onsider your 

response before the meeting .  Summary d ismissa l without notic e will be the norma l pena lty for ac ts of 

g ross misc onduc t.  The right of appea l aga inst a  pena lty for g ross misc onduc t is the same as desc ribed  

�L�Q���S�D�U�D�J�U�D�S�K���E�H�O�R�Z���W�L�W�O�H�G���¶�$�S�S�H�D�O�·.  

Listed  below a re examp les of g ross misc onduc t.  This list is not exhaustive:

Theft, unauthorized  remova l of foodstuffs and  other goods, fraud , delibera te fa lsific a tion of Company 

rec ords, (inc lud ing a ttendanc e rec ords and  financ ia l returns).

Fighting , threa tening or striking  another emp loyee, c ustomer or supp lier.

Refusa l to c a rry out reasonab le instruc tions from an immed ia te supervisor or more senior member of 

management.

Delibera te damage to Company or loc a tion/ unit p roperty. 

Rude or abusive behaviour to another emp loyee, c ustomer or supp lier.

Being under the influenc e of a lc ohol or d rugs a t work or on Client or Company p remises. 

Gross neg ligenc e whic h c auses or might c ause unac c ep tab le loss, damage or injury

Plac ing Company/ Client assets a t risk. 

Ac tion c onstituting  a  c rimina l offenc e.

Harassment or d isc rimina tion of a  sexua l, rac ia l, d isab ility rela ted  or relig ious na ture. 

Serious infringement of Hea lth, Sa fety & Hyg iene rules and  regula tions. 

Fa ilure to c omp ly with sta tutory requirements. 

Bring ing the Company into d isrepute. 

Use of non-authorised  software on Company c omputers. 

Removing or c opying any Company intellec tua l p roperty or da ta  assets. 

Misuse of Company p roperty inc lud ing ema il and  Internet usage.

Disc losure of persona l c omputer password  to any other person. 

Disregard  or b reac h of the Da ta  Protec tion leg isla tion.

General; a  verba l warning will norma lly lapse a fter six months from the da te it was issued . A written 

warning will norma lly lapse a fter twelve months from the da te of issue, but will rema in on your file. If you 

have less than four weeks servic e you will only be sub jec t to a  verba l warning before d ismissa l. 

Between four to twelve weeks servic e will be sub jec t to one written warning before d ismissa l. The 

above p roc edure may be c ommenc ed  a t any stage dependent upon the seriousness and  na ture of 

the a lleged  misc onduc t.

Appeal; a t any stage of the above p roc edure you have the right to appea l in writing  sta ting  the 

grounds for appea l within seven days to the line manager of the person g iving  the warning. You will be 

invited  to an Appea l Hearing  whic h will be held  by the appropria te line manager and  you must take 

reasonab le steps to a ttend . The dec ision of the Appea l Hearing  is fina l.

Objec tive: to clearly outline Hostõs disciplinary policy /  c ont...

Host works as a c ommunity as everyone pulls their weight and 

they obey the simple and reasonable rules that we have. If you 

c hoose not to follow our rules then this proc edure is designed to 

protec t your Host c olleagues in the c ommunity.


