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1.  Policy statement 
 
1.1 This policy aims to encourage all employees to achieve and maintain desired 

standards of conduct, behaviour and performance, and, where needed, address 
misconduct in a fair and consistent manner.  

 
1.2 The disciplinary policy will operate in conjunction with the Code of conduct, the IT 

Code of conduct, the Dignity at work policy and other rules and standards of 
performance advised to employees.  

 
1.3 This Disciplinary policy provides an overview of our approach.  It should be read in 

conjunction with the accompanying Disciplinary procedure (including examples of 
misconduct and gross misconduct set out in its appendices).  Supplementary 
guidance is available on Camden Essentials.  

 
1.4 This policy and associated documentation supersedes the Disciplinary policy and 

procedure (November 2005). 
 
2. Policy scope 
 
2.1 This policy applies to all permanent and fixed-term employees of the Council who 

have successfully completed their probationary period. The Probationary guidelines 
should be used for employees who have yet to complete their probationary period. 

 
2.2 Where it is established that an employee is not capable of performing to the 

required standard, this will be managed through the Underperformance policy & 
procedure. 

 
3. Key principles 
 

The main principles that underpin our approach: 
 
3.1 Employees are expected to understand the rules (see 1.2) and to fully comply with 

them. 
 
3.2 Informal processes will be used where appropriate, to resolve issues of 

(mis)conduct, behaviour and performance. 
 
3.3 Employees will be informed by the manager about any concerns over their conduct 

and/or behaviour at the earliest stage and the Disciplinary procedure may be 
invoked as appropriate.   

 
3.4 Any concerns about misconduct or behaviour will be dealt with fairly, consistently 

and as quickly as possible. 
 
3.5 All cases will be considered on their merits and relevant circumstances will be 

investigated before (formal) disciplinary action is taken. 
 
3.6 Employees will be given sufficient opportunity to prepare for formal hearings, and 

to state their case before any decision is made. 
 



 

3.7 Managers must always make sure that action and decisions are objectively taken 
and are non-discriminatory.  

 
3.8 The disciplinary procedure is complementary to the use of performance 

improvement tools including the provision of appropriate encouragement, advice, 
counselling or guidance and coaching, training and development. 

 
4. Responsibilities  
 
4.1 Employees’ responsibilities 

• To comply with all reasonable instructions, rules established by the council, 
such as Code of Conduct, IT Code of Conduct, Dignity at Work and other 
instructions provided to them. 

• To ensure that they are clear about what is expected of them and understand 
the standards of conduct, behaviour and performance they must achieve 

• To adopt appropriate standards of behaviour towards others. 
• Where problems (e.g. personal or health issues) arise which impact their 

behaviour or performance at work, bring it to their manager’s attention as soon 
as possible 

 
4.2  Manager’s responsibilities 

• To help and encourage employees to achieve and maintain the Council’s high 
standard of conduct, behaviour and performance.  

• Ensure that all employees are clear about what is expected of them and 
understand the standards of conduct, behaviour and performance they must 
achieve 

• To keep staff informed of the action they face if they fail to meet the Councils’ 
standards for conduct, behaviour and performance. 

• To follow the disciplinary procedure before any decision is taken, particularly 
where an employee’s job is at risk.  

• To address any problems of misconduct promptly and effectively, including 
gross misconduct.  

 
5. Definitions 
 

Companion At some meetings, like the investigation meeting, the 
employee may choose to bring a trade union 
representative, a representative from a self-organised 
group or a work colleague. The companion will not be 
allowed to speak on the employee’s behalf, but may ask 
for clarification on questions asked. 

Gross misconduct Any deliberate or negligent act committed which is or is 
potentially severely detrimental to the reputation or 
conduct of the Council or harmful to the employee, other 
employees, customers or members of the public, or which 
constitutes a serious breach of the contract of 
employment. Examples are provided in appendix B of the 
procedure.  



 

Representative At formal disciplinary or appeal meetings within the 
disciplinary procedure, the employee may be represented 
by a trade union representative, a representative from a 
self-organised employee group or a work colleague. The 
representative will be allowed to address the hearing to 
put and sum up the case, respond on behalf of the 
employee to any views expressed at the meeting and to 
confer with the worker during the hearing. They do not 
have the right to answers any questions on the employee’s 
behalf, address the hearing if the employee does not wish 
it or prevent the employer from explaining its case.  

Negligence Lacking attention, care or concern (could include one error 
that has serious consequences or habitually neglecting 
duties and responsibilities etc.) 

 
 
6. Summary of Disciplinary procedure  
 

 
 
 
         
 
 
 
 
 
 
 
 
 
 
 
 
7. Supporting documents 
 

This policy is supported by the Disciplinary procedure, outlining the process to be 
followed in practice. Where relevant, further documents as guidelines, forms, 
templates, letters and Q&A’s are listed within the Disciplinary procedure to support 
the effective implementation of this policy. 

 
8. Relevant Legislation 

 
• Employment Act 2008  
• Employment Rights Act 1996 
• ACAS Code of Practice on disciplinary and grievances procedures 2009 
• Disability Discrimination Act 1995 (as amended in 2005) 
• Employments Relations Act 1999  
• Employment Equality (age) Regulations 2006 
• Employment Relations Act 1998 
• Data Protection Act 1998 
• Equality Act 2010 

Investigation of incidents 

Disciplinary case to answer yes/no 

If yes: Convene a disciplinary hearing  

Disciplinary hearing 

Formal actions 

Where relevant: appeal 



 

• For guidance: Disciplinary and grievances at work: the Acas guide2009 
     
9. Other relevant policies 
 

• Dignity At Work policy 
• Camden’s Equality policy – Tackling Inequality 
• Understanding Disability in Employment – Guidelines for managers 
 

10. Policy ownership & effective dates 
 

Policy owner: Policy & Innovation, Camden HR 
Approving 
body: 

Executive member Personnel 

Date approved: February 24, 2010 
Effective date: March 29, 2010 
Review date: March, 2012 
Version: V1.1 

 
 


