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DISCIPLINARY PROCEDURES:
It is an unfortunate fact that, from time to time, employees do not behave in an acceptable manner and as such have to be dealt with through the disciplinary process.

Generally speaking there are 4 levels of misconduct, each of which carries a different sanction. They are, in order of increasing seriousness:

· Unsatisfactory Conduct

· Misconduct

· Serious Misconduct

· Gross Misconduct
The category into which an employee’s actions propel them depends upon the business in which the employer operates. A breach of non-smoking policy in an office environment, for example, is regarded to be less serious than it would be at a petroleum plant. 
It is therefore important that the sentence fits the crime. Examples of the categories include those below, though it should be realised that in some circumstances even these examples may be considered to be more or less serious:

Unsatisfactory Conduct

· Poor timekeeping

· Smoking in a designated no-smoking area

· Failing to abide by general health and safety rules

Misconduct

· Foul or abusive language

· Failing to follow a reasonable management instruction

· Unauthorised use of email or the Internet

Serious Misconduct

· Negligence

· Bringing the company into disrepute

Gross Misconduct

· Assault

· Theft

· Falsification of records
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