
 

 

 

           

 
Disciplinary Policy 
 
1.  Introduction 
 
As part of Link, Horizon Housing Association encourages the achievement of the 
highest possible professional standards from employees throughout their 
employment with the group.  This Policy and the Disciplinary Procedures are 
necessary to enable Horizon to maintain these standards and also to protect 
individual employees.  Our Disciplinary Policy and Disciplinary Procedures 
[appended to this Policy] are intended to reflect best practice and statutory 
requirements. 
 
Further information regarding Horizon and Link and our collective expectations of 
employees can be found in the Employee Handbook. 
 
2.  Scope 
 
Our Disciplinary Policy extends to the employees of Horizon including the Directors1.  
The Disciplinary Procedures apply to all Horizon employees who have successfully 
completed a probationary period [ie; their appointment has been confirmed].  Horizon 
reserves the right however, to apply the Procedures to probationers should it be 
considered necessary.  Separate Procedures apply to the Operations and Managing 
Directors. 
 
3.  Principles 
 
Horizon’s Disciplinary Policy aims to: 
 

• Be clear and understood by all employees 

• Be fair and consistently applied 

• Include the right of appeal against disciplinary action 

• Maintain the highest professional standards 

• Provide for the employee to be kept informed at all stages 

• Provide for confidentiality amongst the parties concerned 
 
4.  Objectives 
 

1. To resolve problems, where appropriate, informally between the line manager 
and the employee. 

2. To deal with disciplinary matters without undue delay. 
3. To ensure thorough investigations are carried out. 
4. To give employees the opportunity to respond before any decision is reached. 
5. To provide a consistent approach to discipline throughout Link. 
6. To protect our employees, customers and service users. 
7. To train line managers in disciplinary proceedings. 
8. To effect a sustained improvement in professional standards. 

 
5.  Approach and Method 

                                                      
1 Link Group, Link Housing and LinkLiving employees who are seconded to Horizon fall within the scope 

of Link’s Disciplinary policy. 
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5.1 Capability 
 
Formal action, under the Disciplinary Policy, will not be taken in situations where 
work performance is affected by either lack of skill, ability, knowledge or general 
sickness and not as a result of misconduct on the jobholder’s part.  In such cases, 
both line manager and jobholder should refer to Link’s Performance Improvement 
Policy (which includes Horizon in its application) and seek advice from their Human 
Resources Business Partner [HRBP].  
 
5.2 Informal Procedure 
 
Whenever a line manager becomes aware of a potential minor conduct issue, they 
will first consider whether this can be resolved without initiating the formal disciplinary 
process.  At this stage, the line manager should also seek advice from their HRBP.  
If, after investigating the facts, the line manager considers that it is not necessary to 
resort to formal disciplinary action, the line manager will discuss the matter with the 
jobholder informally and where relevant agree areas for improvement and record any 
action required by the jobholder.  The informal meeting will be confidential and the 
line manager will confirm to the jobholder that no disciplinary action is being taken.  It 
is expected that in the majority of cases the informal procedure will quickly resolve 
most issues. 
 
As an alternative [or in addition to formal action], other measures may be put in place 
to assist in reaching a constructive outcome to the situation.  Such measures may 
include for example; mediation or retraining. 
 
5.3 Formal Disciplinary Procedure 
 
Before the formal Procedure is commenced the line manager will contact their HRBP.  
An appropriate member of the Human Resources Team [normally the HRBP] will 
participate in all formal meetings, investigations, hearings and appeals.  Human 
Resources will be responsible for issuing and keeping confidential all records of the 
proceedings.  Hearings may be recorded and a copy issued to both parties. 
 
5.3.1 Assignment of Key Roles 
 
Convenor of the Hearing 
Following discussion between the line manager and the HRBP, a Convenor will be 
appointed to consider the findings of the Investigation and to conduct the Formal 
Hearing.  The Convenor will not be involved in any part of the investigation process. 
 
When appointing a Convenor, due regard will be taken of the allegation[s] and of any 
potential disciplinary action in the event that the Hearing upholds the allegation[s].  
The following table indicates the level of post that will decide the category of 
disciplinary action [see also the Procedures appended to this Policy].  
 

Category of Action Convenor of the Hearing 

First Warning A Line Manager 

Second Written Warning A Manager 

Final Written Warning Operations Director  

Dismissal Managing Director 

 
 

5.3.2 Investigations 
 
An investigation will be carried out when an employee is suspected of committing an 
act of serious misconduct or act in serious breach of any of Horizon or 
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applicableLink’s policies, procedures or rules. It will not be used in cases of minor 
misconduct, which should instead be dealt with directly and promptly by the 
individual's line manager. Similarly, where the matter is routine or straightforward, 
there will be no need to conduct a separate investigation (for example if the problem 
relates to repeated poor timekeeping and the line manager has a clear record of the 
dates/times when the employee arrived to work late). 
 
Investigating Officer 
 
An Investigating Officer [IO] will be appointed following discussion between the 
HRBP and the line manager to ensure a fair process is observed and to determine 
the facts of the case including interviewing colleagues and other witnesses.  The IO 
will be supported by a representative of HR, who will take a record of all investigation 
meetings. The IO will report to the Convenor appointed to “hear” the case and a 
decision whether to proceed to formal Disciplinary Action will be taken at this time.  
No disciplinary action will be taken against an employee until the facts have been 
established including the employee’s version of events.  The IO may be required to 
attend and respond to questions at any subsequent Hearing[s]. 
 
Link IS systems 
 
At any stage of the investigation or disciplinary processes, Horizon will access and 
refer to all relevant management information and/or data, including electronic data, 
where this will support the process.  Any such information or data will also normally 
be available to the employees concerned. 
 
Timescales for investigations 
 
The individual conducting the investigation is responsible for ensuring that all 
necessary steps are taken promptly and without any unreasonable delays. The 
organisation would normally expect an investigation to be completed within two 
weeks. In exceptional or complex situations it may take longer. 
 
Investigation Process 
 
The Investigating Officer will refer and comply with Link’s ‘Resource Pack for 
Investigating Officers’ during the process, advised and supported by the designated 
HR Business Partner. 
 
 
5.3.3 Notice of Formal Hearing 
 
The employee will be required to attend a Formal Hearing.  Such requirement will be 
confirmed in writing and will include information about the allegations or complaint 
made against them, of any evidence available, witnesses being called [normally 
including copies of any written evidence or statements] and that the outcome of the 
Hearing may result in disciplinary action. 
 
At the Hearing, the employee will have the opportunity to state their side of the case 
and the appropriate manager, who has not been involved in the investigation, will 
conduct the Hearing [the Convenor]. 
 
If an employee and/or their Companion cannot attend a Hearing they should inform 
the relevant HRBP as soon as possible of the reason why they cannot attend.  If the 
non-attendance is for a good reason and was not foreseeable when the Hearing was 
arranged, the Hearing may be rearranged within a reasonable timescale.  If an 
employee is persistently unable or unwilling to attend the rearranged Hearing, without 
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good cause, the Convenor will make a decision, in the employee’s absence and on 
the evidence available. 
  
The Convenor may adjourn the Hearing at any time if it is considered that further 
investigation is required or if more time is needed to consider all the facts before 
making a decision.  Decisions regarding the outcome of a Disciplinary Hearing will 
normally be reached within 24 hours unless further investigation is required and/or 
the Hearing is adjourned.  Should an extension to this timescale be required, an 
indication of the expected date of when the decision will be reached will be 
communicated by the Convenor. 
 
Decisions given orally will be confirmed in writing normally within two working days 
including an explanation of any disciplinary action taken and what improvements will 
be required.  The employee will also be notified of their right of appeal at this time 
[see the Disciplinary Procedures appended to this Policy]. 
 
5.3.4 Witnesses 
Both Horizon and the employee will provide notice of any relevant witnesses they 
intend to call.  Witnesses may be asked to attend a Hearing and to respond to 
questions from either or both the Convenor or the employee. 
 
5.3.5 Right to Be Accompanied 
Employees have the right to be accompanied by a single companion at all stages in 
the formal disciplinary process. The HRBP will be given notice, at least 24 hours 
before a Hearing, of any Companion including their name. 
 
A Companion will be either: 
 

• a fellow worker [ie, another employee of Horizon or Link], or 

• a full-time official of a trade union or a lay trade union official, so long as they 
have been reasonably certified in writing by their union as having experience of, 
or as having received training in, acting as a worker’s companion at disciplinary 
hearings.  Such certification may take the form of a card or letter, or 

• in exceptional circumstances and where appropriate by a family member or 
friend. 
 

  It would not normally be permitted for an employee to be represented by a lawyer.  
 
The Companion may not answer questions on behalf of the employee but is entitled 
to: 

• address the Hearing, to put and to sum up the employee’s case. 

• reasonable time to confer privately with the employee. 

• contact and meet with the employee prior to the Hearing or Appeal. 

• respond, on behalf of the employee,  to any view expressed at the Hearing. 
 
It is the employee’s responsibility to secure the attendance of a Companion, who has 
the right to decline to attend. 
 
The HRBP or line manager can object to the choice of colleague to act as a 
Companion where there is deemed to be a conflict of interest, which may prejudice 
the Hearing, or where the geographical location of the Hearing makes it 
unreasonable for the Companion to attend. 
 
5.4 Precautionary Suspension from Work 
 
The Manager has the authority to suspend an employee from work [including access 
to systems and the workplace], with pay, for up to 10 working days pending 
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investigations.  This period may be extended, in exceptional circumstances, where 
circumstances demand more time to complete a thorough investigation. 
 
A Manager will normally discuss a potential suspension from work with the HRBP, 
however, where this is not possible, the HRBP will be advised as soon as possible 
thereafter.  Circumstances that would suggest suspension include: 
 

• Cases that appear to involve serious or gross misconduct; 

• The potential commission of a serious crime; 

• Where the attendance at work of an employee could impede the conduct of a 
fair investigation. 

• Cases that may have an effect on the continued health and safety of another 
employee or other person; 

• Conduct that may damage the interests of Link. 

• Where there is a specific Adult Protection Issue – in line with Link’s Adult 
Protection Policy. 

 
Suspension is not a form of disciplinary action and the decision to suspend with pay 
from work will be confirmed in writing to the employee. 
 
5.5 Categories of Disciplinary offence: 
 
5.5.1 Minor Offences, including poor time-keeping, will normally result in the issue of 
a First Warning. 
 
5.5.2 Serious Offences, including the repetition of minor offences and a failure to 
follow procedures without reasonable cause, will normally result in the issue of a 
Second Warning. 
 
5.5.3 More Serious Offences, including the repetition of serious offences and breach 
of policy, will normally result in the issue of a Final Warning. 
 
5.5.4 Gross Misconduct will normally result in summary dismissal without notice.  
Acts that constitute Gross Misconduct [this list is not exhaustive] will include: 
 

• Theft, fraud, deliberate falsification of records, embezzlement and dishonesty. 

• Physical or mental violence; causing or attempting to cause bodily injury to 
another, sexual, racial or other harassment and conduct violating common 
decency. 

• Conduct resulting in danger to customers, service users or employees. 

• Bullying or harassment. 

• Deliberate damage to property. 

• Serious insubordination. 

• Wilful disregard of specific duties or gross negligence thereof. 

• Wilful disregard of, or action contrary to, the organisation’s Code of Conduct 
for employees, where this represents a serious breach of trust. 

• Serious misuse of the organisation’s property or name. 

• Bringing the organisation into serious disrepute, including posting of 
information on blogs, social networking sites and chatrooms. 

• Serious incapability whilst on duty brought on by alcohol or illegal drugs. 

• Serious negligence that causes or might cause unacceptable loss, damage or 
injury. 

• Serious misuse of information systems and social networking sites, including 
unlawful access to pornographic or defamatory material through the Internet 
or by e-mail and wilful disregard of Information Systems Policies. 

• Serious infringement of Equality and Diversity Policy and Health and Safety 
Policy and rules. 
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• Serious breach of confidence [subject to the Public Interest (Disclosure) Act 
1998]. 
 

5.6 Disciplinary Appeals 
 
Employees have the right of appeal against any formal disciplinary action in 
accordance with the procedures appended to this Policy.  Appealing employees must 
submit, in writing, the grounds of their appeal to the relevant Director.  Appeals will 
be heard by a Director who has not previously been involved in the case. Where both 
Directors have been involved in the case, the appeal will be heard by Link’s Director 
of HR and Business Support or other Link Director and the case notified to Horizon’s 
Employment Committee. 
 
5.6.1 Appeals against Dismissal 
Such appeals will be submitted to the Appeals Committee via the HRBP and in 
accordance with the procedures appended to the Policy.  The Appeal Committee will 
consist of two Board members of the Employment Committee and Link’sChief 
Executive. 
 
5.7 Criminal Offence 
 
Where an employee has been charged with, or convicted of a criminal offence, 
consideration will be given to what effect the charge or conviction would have on the 
employee’s suitability to carry out their job including the relationships with Horizon, 
Link, colleagues and customers, tenants and service users. 
 
5.8 Overlapping Disciplinary and Grievance Cases 
 
Where an employee raises a grievance during a disciplinary process, the disciplinary 
process may be temporarily suspended to deal with the grievance.  Where the 
grievance and disciplinary matter are related, both issues may be dealt with 
concurrently. 
 
5.9 Alternative to Dismissal 
 
Where an employee is currently working under a final warning and a subsequent 
disciplinary hearing has resulted in further disciplinary action, the Convenor, where 
appropriate, may set aside the sanction of dismissal and apply a different penalty.  
Such penalty could include a disciplinary transfer, demotion or loss of seniority or 
loss of pay award.  
 
 
 
5.10 Written Records 
 
Disciplinary records will be retained, confidentially, for no longer than is necessary 
and will normally be destroyed once a warning has expired and the conduct issue 
has been resolved satisfactorily.  In exceptional circumstances and to protect 
witnesses, some information may be withheld. 
 
5.11 Disciplinary proceedings may be implemented at any stage if the employee’s 
conduct and/or behaviour warrant such action. 
 
5.12 Line Managers and staff should refer to the group’s Disciplinary Procedures 
appended to this Policy document.  A manager’s Guide to Investigation and 
Discipline can be found on the intranet. 
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5.13 Horizon’s  Disciplinary Policy and the associated Link Procedures are non-
contractual. 
 
5.14 The disciplinary procedures reflect the statutory requirements as contained in 
The Employment Act 2008 and the ACAS Code of Practice, April 2009. 
 
 
6.  Equality & Diversity 
 

The operation of this policy will always be in accordance with Link Group’s Policy on 
Equality and Diversity. 
 
7.  Monitoring and Reporting 
 

The Human Resources Business Partner will: 
 

• report on an annual basis to the Horizon Board on the effectiveness of the 
policy including an analysis of formal Disciplinary cases 

 
8.  Appeals and Complaints 
 

Employees have the right to appeal against any decisions made on matters covered 
by this Policy according to the Grievance Procedure found on the Link extranet 
(Employee Handbook.) 
 
9.  Policy Availability 
 
This Policy is available to staff on Horizon’s document management system [Z:drive]. A 
summary of this policy can be made available in a number of other languages and 
other forms if required. 
 
10.  Policy Monitoring and Review 
 
It is the responsibility of the Human Resources Business Partner, in consultation with 
Horizon, to review this policy document at least every three years and to monitor its 
effectiveness in providing appropriate disciplinary arrangements which not only 
reflect the needs of Horizon  but also best practice. 
 

Adopted Review Date Reviewed by Approved by 

October 2016  March 2018 
(to co-incide with 
Link Group) 

HRBP in 
consultation with 
Horizon 

Horizon  Board 
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DISCIPLINARY PROCEDURES FOR STAFF [Excluding Chief Executive and Directors] 
 
Link’s Disciplinary Policy will also refer when these Disciplinary Procedures for Staff are used. 
 

CATEGORY 
OF ACTION 

ISSUED FOR ISSUED BY HEARINGS PROCEDURE APPEALS PROCEDURE 

First 
warning 
 
 
 
 
 
 

Minor offence 
eg poor time- 
keeping 

The Convenor The employee will receive notice in 
writing outlining the nature of the 
alleged offence, the date of the 
hearing and that the outcome may 
result in disciplinary action being 
taken. Any warning will be 
recorded and will remain on file for 
6 months.  Human Resources will 
remove a warning, on the 
instruction of the Line Manager, if 
the situation is satisfactory. 

The employee may appeal 
within 3 working days in 
writing to the relevant 
Director.  An appeal 
hearing will normally be 
held within 5 working days 
of receipt of the appeal and 
the decision conveyed in 
writing within 3 working 
days.  The relevant 
Director's decision is final.   

Second 
warning 

a) repetition of 
minor offence(s) 
 
b) serious 

offence 

eg: failure to 
follow procedures 
without 
reasonable cause 

The Convenor The employee will receive notice in 
writing outlining the nature of the 
alleged offence, the date of the 
hearing and that the outcome may 
result in disciplinary action being 
taken. Any warning will be 
recorded and remain on file for 9 
months.  Human Resources will 
remove a warning, on the Line 
Manager's instruction, if the 
situation is satisfactory. 

The employee may appeal 
in writing within 3 working 
days to the relevant 
Director.  An appeal 
hearing will normally be 
held within 5 working days 
of receipt of the appeal and 
the decision conveyed in 
writing within 3 working 
days.  The relevant 
Director's decision is final. 

Final   
warning 

a) repetition of 
serious offence(s) 
or 
b) a more serious 
offence:  

eg. Breach of Link 
Policy 

The Convenor The employee will receive notice in 
writing outlining the nature of the 
alleged offence, the date of the 
hearing and that the outcome may 
result in disciplinary action being 
taken. Any warning will be 
recorded and remain on file for 12 
months. Human Resources will 
remove a warning, on the Line 
Manager’s instruction, if the 
situation is satisfactory.  

The employee may appeal 
within 3 working days in 
writing to the Managing 
Director.  An appeal 
hearing will normally be 
held within 5 working days 
of receipt of the appeal and 
the decision conveyed in 
writing within 3 working 
days.  The Managing 
Director's decision is final. 

Dismissal 
 
 

Gross misconduct  
(detailed within 

Disciplinary 
Policy) 

  

OR 
 

Repeated 
breaches of 
discipline after a 
final warning.  

The Convenor The employee will receive notice in 
writing outlining the nature of the 
alleged offence, the date of the 
hearing and that the outcome may 
result in disciplinary action being 
taken, including up to dismissal. 
The Managing Director has 
authority to dismiss an employee 
following investigation and the 
Managing Director’s personal 
attendance at the Hearing.  If 
Horizon is satisfied that gross 
misconduct has occurred, the 
result will normally be summary 
dismissal without notice or 
payment in lieu of notice. 

The employee may appeal 
within 3 working days in 
writing to the Appeals 
Committee via the HRBP.  
The Hearing will normally 
take place within 7 working 
days and the decision will 
be conveyed in writing 
within 3 working days.  The 
Appeals Committee's 
decision is final. The 
Appeals Committee will 
include two Board 
members and the Link 
Group Chief Executive. 

 
NB:  Where an employee’s Line Manager is a Director, the Appeal against a First Warning, Second Warning or a Final 
Warning will be heard by the Managing Director and where an employee’s line manager is the Managing Director, the 
Appeal against a First Warning, Second Warning or a Final Warning will be heard by another Link Director..  A 
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dismissal appeal will be heard by the Appeals Committee made up of two Horizon Board members and the Link Group 
Chief Executive.           
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DISCIPLINARY PROCEDURES FOR THE MANAGING AND OPERATIONS DIRECTORS 
Horizon’s Disciplinary Policy will also refer when these Disciplinary Procedures are used. 

CATEGORY 
OF ACTION 

ISSUED FOR ISSUED BY HEARINGS PROCEDURE APPEALS PROCEDURE 

First 
warning 
 
 
 
 
 
 

Minor offence 
eg poor time- 
keeping 

 

Managing 
Director 

The Operations Director will 
receive notice in writing outlining 
the nature of the alleged offence, 
the date of the hearing and that the 
outcome may result in disciplinary 
action being taken. Any warning 
will be recorded and will remain on 
file for 6 months. Human 
Resources will remove a warning, 
on the Managing Director’s 
instruction, if the situation is 
satisfactory. 

The Operations Director 
may appeal in writing within 
3 working days to the 
Chairperson of theHorizon 
Board.  An appeal hearing 
will normally be held within 
5 working days of receipt of 
the appeal notice and the 
decision conveyed in writing 
within 3 working days.  The 
Chairperson’s  decision is 
final.   

Second 
warning 

a) repetition of 
minor offence(s) 
b) serious 

 offence  

eg  failure to 
follow procedures 
without 
reasonable cause 

 Managing 
Director 

The Operations Director will 
receive notice in writing outlining 
the nature of the alleged offence, 
the date of the hearing and that the 
outcome may result in disciplinary 
action being taken. Any warning 
will be recorded and remain on file 
for 9 months.  Human Resources 
will remove a warning, on the 
Managing Director’s instruction, if 
the situation is satisfactory. 

The Operations Director 
may appeal in writing within 
3 working days to the 
Chairperson of the Horizon 
Board.  An appeal hearing 
will normally be held within 
5 working days of receipt of 
the appeal notice and the 
decision conveyed in writing 
within 3 working days.  The 
Chairperson's decision is 
final. 

Final 
warning 

a) repetition of 
serious offence(s) 
or 
b) a more serious 
offence:  

eg. Breach of Link 
Policy 

 

Managing 
Director 

The Operations Director will 
receive notice in writing outlining 
the nature of the alleged offence, 
the date of the hearing and that the 
outcome may result in disciplinary 
action being taken. Any warning 
will be recorded and remain on file 
for 12 months.  Human Resources 
will remove a warning, on the 
Managing Director’s instruction, if 
the situation is satisfactory. 

The Operations Director 
may appeal in writing within 
3 working days to the 
Chairperson of the Horizon 
Board.   An appeal hearing 
will normally take place 
within 5 working days of 
receipt of the appeal notice 
and the decision conveyed 
in writing within 3 working 
days.  The Chairperson’s 
decision is final. 

Dismissal 
 
 

Gross misconduct  
(detailed within 
the Disciplinary 
Policy) 

 

 OR 
 

Repeated 
breaches of 
discipline after a 
final warning.  

 

Managing 
Director? 

Link Chief 
Executive? 

The Operations Director will 
receive notice in writing outlining 
the nature of the alleged offence, 
the date of the hearing and that the 
outcome may result in disciplinary 
action being taken, including up to 
dismissal.  The Link Chief 
Executive has authority to dismiss 
the Operations Director following 
investigation and the Chief 
Executive’s personal attendance at 
the Hearing.  If Horizon and Link 
are satisfied that gross misconduct 
has occurred, the result will 
normally be summary dismissal 
without notice or payment in lieu of 
notice.  

The Operations Director 
may appeal within 3 
working days in writing to 
the Appeals Committee via 
the HRBP.  An appeal 
hearing will normally take 
place within 7 working days 
of receipt of the appeal 
notice and the decision will 
be conveyed in writing 
within 3 working days.  The 
Appeals Committee's 
decision is final.  The 
Appeals Committee in this 
situation will not include the 
Link Chief Executive. 
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Disciplinary and Appeals Procedure for the Managing Director 
The Chairperson will issue any notice of suspension or warning or dismissal to the Managing Director, having previously 
notified the Link Group Chief Executive under the terms of the Independence and Responsibilities Agreement.  The 
Appeals Committee, in accordance with the Appeals Procedures will hear appeals made by the Managing Director.  The 
Appeals Committee will not include the Chairperson. 
 


