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Objective: to clearly outline Host& disciplinary policy

Disciplinary procedure for all grades of Host Contract Management Ltd
(the Company) employees. Efective from 1st June 2004

Should you failto meet the required standardsof conduct or performance, the following disciplinary
procedure willnormally apply:

Informal level; at the absolute discretion of the Company, where appropriate you willbe counselled as
to your standard of conduct or performance. Thisisan informal warning which willbe noted on your file
but doesnot form part of any formal disciplinary procedure. At thislevel you are not entitled to be
accompanied by a fellow employee or Trade Union official. The purpose of counselling isto
encourage you to achieve the required standardsof the Company by taking constructive and positive
stepsto achieve early corrective action. Not every case willbe appropriate for counselling and the
Company hasthe absolute discretion to move straight to the formal level of the disciplinary procedure.

Formal level; you have the right to be accompanied by a fellow employee of yourown choice oran
official of a Trade Union during any disciplinary orappeal hearing. If the Company believesthat
request fora particularrepresentative isunreasonable, the Company may ask you to nominate a
different representative. If your representative isnot available at the time and date proposed by the
Company fora hearing, the Company will postpone the hearing to an alternative time and date
proposed by the representative, provided that thisfallswithin five working daysafterthe original
hearing date.

The Company reservesthe right to initiate the procedure set out below at any stage orto jump stages
depending on the circumstancesof the case.

Stage 1 6 Verbal warning; should yourconduct or performance not meet the required standard you
willreceive a verbalwarning by your Manager. You willbe advised of the reason for the warning, the
improvement required and the time scale forthe improvement.

Stage 2 6 Written warning; should you not respond satisfactorily to a verbal warning, or should a further
offence ora more seriousfirst offence occur, you willreceive a written warning. You willbe advised in
writing of the reason for the warning, the improvement required and the time scale forimprovement.
Stage 3 d Hnal written warning; should you not respond satisfactorily to a written warning, or should a
further offence occurorshould a very seriousfirst offence occur, you willreceive a final written
warning. You will be advised in writing of the reason for the warning, the improvementsrequired and
the time scale forimprovement.

Stage 4 - Dismissal; should you not respond satisfactorily to a final written waming or should a further
offence occurthe Company willbe entitled to terminate youremployment. The Company shallbe
entitled at itssole discretion to consider terminating youremployment, orconsderdemoting or
transferring you from your present location/unit asan alternative to dismissal. You willbe informed in
writing of the circumstanceswhich have led the Company to consider taking thisstep and the basisfor
any such disciplinary action. You willbe invited to a meeting to discussthe matter before any action is
taken. You willbe given a reasonable opportunity to consider yourresponse before the meeting.
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Grossmisconduct; grossmisconductisany deliberate act, ornegligent failure to act by you that is
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In orderto allow a fullinvestigation to take place you willnormally be suspended from work on basic
pay. You willbe informed in writing of the conduct orcircumstanceswhich have led to the Company
taking thisstep and the basisforany such disciplinary action. You willbe invited to a meeting to discuss
the matter before any action istaken. You willbe given a reasonable opportunity to consider your
response before the meeting. Summary dismissal without notice willbe the normal penalty foracts of
grossmisconduct. The right of appealagainst a penalty forgrossmisconduct isthe same asdescribed
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Listed below are examplesof grossmisconduct. Thislist isnot exhaustive:

Theft, unauthorized removal of foodstuffsand othergoods, fraud, deliberate falsfication of Company
records, (including attendance recordsand financial returns).

FHghting, threatening or striking anotheremployee, customer or supplier.

Refusalto carry out reasonable instructionsfrom an immediate supervisor or more seniormember of
management.

Deliberate damage to Company orlocation/unit property.

Rude orabusve behaviourto anotheremployee, customerorsupplier.

Being underthe influence of alcohol ordrugsat work oron Client orCompany premises.
Grossnegligence which causesor might cause unacceptable loss, damage orinjury

Placing Company/Client assetsat risk.

Action congtituting a criminal offence.

Harassment or discrimination of a sexual, racial, disability related or religiousnature.
Seriousinfringement of Health, Safety & Hygiene rulesand regulations.

Failure to comply with statutory requirements.

Bringing the Company into disrepute.

Use of non-authorised software on Company computers.

Removing or copying any Company intellectual property or data assets.

Misuse of Company property including email and Internet usage.

Disclosure of personalcomputerpassword to any other person.

Disregard orbreach of the Data Protection legislation.

General; a verbalwarning willnormally lapse after sx monthsfrom the date it wasissued. A written
warning willnormally lapse aftertwelve monthsfrom the date of issue, but willremain on yourfile. If you
have lessthan fourweeksservice you willonly be subject to a verbal waring before dismissal.
Between fourto twelve weeksservice willbe subject to one written warning before dismissal. The
above procedure may be commenced at any stage dependent upon the seriousnessand nature of
the alleged misconduct.

Appeal; at any stage of the above procedure you have the right to appealin writing stating the
groundsforappeal within seven daysto the line manager of the person giving the warning. You willbe
invited to an Appeal Hearing which willbe held by the appropriate line managerand you must take
reasonable stepsto attend. The decison of the Appeal Hearing isfinal.

Host works asa community as everyone pullstheir weight and

they obey the simple and reasonable rulesthat we have. If you

choose not to follow our rules then this procedure isdesigned to
protect your Host colleaguesin the community.



