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Swift Office Cleaning Services 
 

Disciplinary Procedures 
 
Policy 
Swift Office Cleaning Services aims to ensure that there will be a fair and consistent approach to the 
enforcement of standards of conduct throughout our Company.  This policy and procedure are designed to 
help and encourage all employees to achieve and maintain standards of conduct, attendance and job 
performance.  This policy also aims to resolve problems of conduct or performance and wherever possible to 
avoid dismissal.  Swift Office Cleaning’s rules which are summarised in this procedure and associated 
documentation, apply to all employees.  The disciplinary action taken in any case will be such as is deemed 
appropriate having regard to the nature and gravity of the misconduct or neglect in question and will 
normally, but need not necessarily, accord with the stages identified below.  Except for the section entitled 
‘alternative disciplinary sanction’, this disciplinary procedure is entirely non-contractual and does not form 
part of an employee’s contract of employment.   
 
Purpose and scope 
Swift Office Cleaning aims to encourage improvement in individual conduct or performance. This procedure 
sets out the action that will be taken when disciplinary rules are breached. 
 
Principles 
The procedure is designed to establish the facts quickly and to deal with disciplinary issues consistently. No 
disciplinary action will be taken until the matter has been fully investigated. The employee will be advised in 
writing of the nature of the complaint against him or her and the arrangements for the hearing.   
 
Workers will have the opportunity to state their case at every stage at a disciplinary hearing and be 
represented or accompanied, if they wish, by a trade union representative or a work colleague. 
 
A worker has the right to appeal against any disciplinary penalty. An appeal meeting will be arranged as soon 
as possible and will be conducted by a more senior manager if possible. 
 
• No disciplinary action will be taken against an employee until the case has been fully investigated and a 

disciplinary hearing has taken place. The employee will be advised in writing of the nature of the complaint against 
him or her and the arrangements for the hearing. 

• The employee will be allowed to state his or her case before any decision is made.  

• The employee will have the right to be accompanied by a colleague, lay or trade union official at all stages during 
the investigation, disciplinary interview or disciplinary appeal.  To exercise the statutory right to be accompanied 
workers must make a reasonable request.  What is reasonable will depend on the circumstances of each case. 

• Managers will consider any mitigating circumstances when reaching decisions on appropriate disciplinary 
penalties. 

• No employee will be dismissed for the first breach of discipline, except in the case of gross misconduct.  The 
penalty for this will be summary dismissal, ie dismissal without notice or pay in lieu of notice. 

• An employee will have the right to appeal to a higher level of management against any disciplinary penalty 
imposed. 

• The procedure may be implemented at any stage if the employee’s alleged misconduct warrants such action. 

• In poor performance cases, where the reason is not within the control of the employee, Swift Office Cleaning’s 
capability policy and procedure will be used instead. But poor performance resulting from negligence, lack of 
application or attitudinal problems, for example, will be dealt with under the disciplinary procedure.  Also, where 
an employee’s absences are deemed to be casual, the employee will be dealt with under the disciplinary 
procedure.  
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The following procedure sets out the action which will be taken when our rules and standards of conduct are 
breached. 
 
Informal warnings 
It will usually be appropriate for an employee to receive an informal warning before formal disciplinary 
action being taken.  This will be to allow the employee a chance to address the issue without formal 
proceedings.  An informal warning is not recorded in writing (although an informal file note may be made in 
the personnel file).  
 
The procedure 
At the conclusion of the disciplinary hearing, any of the following actions may be deemed to be appropriate. 
 
Stage 1 – First Written Warning 
If conduct or performance is unsatisfactory, the employee will be given a formal disciplinary warning. Such 
warnings will be recorded but disregarded after six months of satisfactory service. 
 
Stage 2 – Final Written Warning 
If the offence is serious, or there is no improvement in standards, or if a further offence of a similar kind 
occurs, a final written warning will be given.  This will include the reason for the warning and a note that if 
no improvement results within three months of action at Stage 3 will be taken. 
 
Stage 3 – Dismissal or action short of dismissal 
If the conduct or performance has failed to improve, the employee may suffer demotion, disciplinary 
transfer, loss of seniority or dismissal. 
 
Misconduct 
The following are examples only and are not to be taken as a complete list.  
 
Examples of unsatisfactory conduct 

• Unsatisfactory attendance record 

• Persistent bad time-keeping 

• Output falling below minimum required level 

• Failure to comply with the Company self-certification scheme 
 

Examples of misconduct 
• Serious neglect at work 

• Unacceptable attendance record 

• Refusal to carry out a reasonable instruction 

• Sleeping on duty 

• Objectionable and/or insulting language or behaviour 

• Giving false evidence of incapacity for work 

• unsatisfactory standards or output of work; 

• unauthorised use of E-mail and the Internet; 

• failure to carry out all reasonable instructions or follow our rules and procedures; 

• failure to devote the whole of your time, attention and abilities to our business and its affairs during your 
normal working hours; 

• lack of professionalism  
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Gross misconduct 
If an employee has committed an offence of the following nature the normal consequence will be dismissal 
without notice or payment instead of notice: 
• Any breach of the criminal law, such as theft.  

• Any unauthorised possession or removal of Company products or property, or property belonging to another 
employee, client, customer or visitor, fraud (including making fraudulent or false expense claims), deliberate 
falsification of records, false declarations in connection with employment or applications for employment or any 
other form of dishonesty. 

• Using the Company’s property, materials or equipment to carry out work for third parties on a personal basis 
without permission. 

• Misuse of Company benefits, such as improper use of a staff discount card.  

• Allowing the use or driving of a Company vehicle without authorisation from Swift Senior Directors. 
• The offering, promising or giving a bribe or requesting, agreeing to receive or accepting a bribe or bribing a foreign 

public official in connection with employment. 

• Wilfully or negligently causing harm or injury to another employee, client, customer or visitor, physical violence, 
assault, fighting, bullying or grossly offensive, abusive or aggressive behaviour or language. 

• Deliberately or negligently causing damage to the Company’s property, or to property belonging to another 
employee, client, customer or visitor. 

• Vandalism of, or otherwise intentionally interfering with, the Company’s computers or computer or telephone 
network. 

• Causing loss, damage, injury or potential injury through serious carelessness or gross negligence 

• Dereliction of duty, including sleeping whilst at work and undertaking unauthorised activities during normal 
working hours. 

• Wilful refusal to obey a reasonable management instruction or serious insubordination. 

• Serious incapacity at work through an excess of alcohol or illegal drugs, whether consumed on or off Company 
premises but which affects the employee’s ability to carry out their job duties whilst at work. 

• Bringing illegal drugs or other illegal substances or items or weapons on to Company premises. 

• Smoking on Company premises, other than in designated outside smoking areas. 

• Logging on to sexually explicit websites, downloading or circulating pornographic or other offensive, illegal or 
obscene material or using the internet or e-mail for gambling, illegal activities or the sending of offensive e-mails to 
work colleagues (in the latter case, including from the employee’s home computer in their own time). 

• Engaging in sexual activity on Company premises at any time. 

• Posting derogatory, offensive, discriminatory, personal or defamatory comments online (for example, on social 
media websites) about the Company, its employees, clients or customers or otherwise conducting themselves 
online in a way that is detrimental to the Company or brings the Company into serious disrepute. 

• A serious breach of health and safety rules, including acts or omissions which endanger the safety of another 
employee, client, customer or visitor (i.e. not placing wet floor signs or removing them before it is safe to do so.) 

• A serious breach of security rules. 

• Discriminating against, harassing, bullying or victimising another employee, client, customer or visitor because of 
age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including 
colour, nationality and ethnic or national origins), religion or belief, sex and/or sexual orientation. 

• A serious breach of confidentiality, including unauthorised access of computer and personnel records and 
communicating or leaking trade secrets or confidential information about the Company or its employees, clients or 
customers to third parties. 

• Working for a competitor without permission. 

• Engaging in an unauthorised activity that conflicts with the interests of the Company or its clients or customers. 

• Breaching copyright or any other proprietary interest belonging to the Company. 

• Photography whilst at client’s premises. 

• Knowingly breaking a legal requirement in connection with employment. 

• Bringing the Company into serious disrepute, even if done in the employee’s own time. 

• Unauthorised absence, including failure to return from a period of annual leave or other, approved leave of 
absence. 

• Walking off-site without authorisation  
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This list is not intended to be exhaustive and only indicates the types of offence that may be considered 
gross misconduct and may also include any act of a similar nature considered gross misconduct by the 
company’s management. 
 

Alternative disciplinary sanction 
As an alternative to issuing a final written warning or as an alternative to dismissal, the Company reserves 
the right to demote an employee for a fixed period, but no longer than three months.  This will be done by 
notice in writing to the employee.  The Company also reserves the right to impose a reduction in the 
employee’s salary for the period of demotion and the written notice will detail any changes to the 
employee’s terms and conditions of employment arising from such demotion.  In particular, the notice will 
give details of any reduction to salary and/or loss of benefits arising from the demotion. 
 
Where demotion is used as an alternative to summary dismissal for gross misconduct, the Company may 
also issue the employee with a final written warning. 
 
The information contained in social networking websites may be used as evidence, if relevant, to any 
disciplinary proceedings.  Swift Office Cleaning Services reserves the right to check the profiles of employees. 
 
The employee may be suspended while the alleged gross misconduct is being investigated.  During this time 
he or she will be paid their normal pay rate.  Any decision to dismiss will be taken by the employer after a 
full investigation.  When this investigation has been completed the employee will be invited to attend a 
disciplinary meeting (at which s/he will be entitled to representation) to respond to the allegations. 
 
In cases of misconduct (situations less serious than gross misconduct), it might also be appropriate to 
suspend the employee if this assists with the investigation.  
 
If the Company suspend you from the performance of your duties following the Company’s disciplinary 
procedures, you must immediately return all company property issued for business use, for example, a 
mobile phone or laptop computer.  In addition, you will not be entitled to the use of any Company vehicle or 
fuel card issued to you during that period of suspension and it must be returned immediately to Head Office.  
 
On the termination of your employment, or if you cease to hold a valid and current licence to drive private 
motor vehicles, you must promptly return or account for the vehicle and deliver up the keys to the Works 
Director.  Failure to do so will entitle the Company to withhold any outstanding monies/wages due from the 
Company to you up to the value of the vehicle. 
 
Appeals 
You have the right to appeal after a disciplinary sanction has been applied.  You can exercise your right to 
appeal by writing to the person named in the letter confirming the outcome of the disciplinary hearing 
within 5 working days of receiving written notification of the disciplinary sanction.  Your letter should state 
the grounds upon which you are lodging your appeal.  If your appeal is against dismissal, the dismissal 
decision will stand unless or until the appeal officer decides otherwise.  The decision of the appeal officer 
will be notified to you in writing and will be final and binding.   
 
Swift Office Cleaning Services may need to adjourn the appeal hearing if further investigations are required. 
Source: adapted from ACAS Advisory Handbook: Discipline and Grievances at Work. 2007. Appendix 4.  
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Employees with short service 
This disciplinary procedure does not apply to any employee who has been employed by the Company for 
less than two years. 
 
Footnote 
From 6th April 2009, The ACAS Code of Practice states an employee who wishes to use a grievance as the 
basis of a complaint to an employment tribunal may do so without first notifying their employer.   
However, any financial compensation awarded to them may be reduced by up to 25% for unreasonably 
failing to raise a grievance under an employer’s procedure.  Where an employee is persistently unable or 
unwilling to attend a disciplinary meeting without good cause, the employer will decide on the evidence 
available.  
 
 
Swift Disciplinary Procedures will be kept under review. 
 
J Wright  

Mr J Wright 
Managing Director  
March 2022 


