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Introduction 

 
Employers are generally required to act fairly and reasonably in the way in which they manage 
disciplinary and grievance procedures. There is a lot of case law on what constitutes fairness and 
reasonableness. Guidance is given in a Code entitled The Advisory, Conciliation and Arbitration 
Service’s (ACAS) Code of Practice 1 – Disciplinary and Grievance Procedures.  This Code aims to 
set a minimum standard and is not intended to replace existing best practice. It does not have legal 
force but will be taken into account by Employment Tribunals and a failure to comply may result in 
increased awards made against an employer.  The Code does not apply to redundancy procedures 
or to retirement.   
 
Disciplinary and grievance procedures should be set out in writing, in clear and specific terms. 
 
 
General Requirements  

 
The following general requirements apply to both the disciplinary procedure and the grievance 
procedure. 

1. Each step and action required to be taken by either the employer or the employee under 
the following procedures should be taken without unreasonable delay. 

 
2. The employer should carry out any necessary investigations to establish the facts of the 

case, including holding investigatory meetings before commencing a formal process. 
 

3. Timing and location of meetings must be reasonable. 
 

4. Any Hearings under the procedures will be conducted in a manner that enables both 
employer and employee to explain their cases. 

 
5. In the case of Appeal Hearings which are not the first meeting of the parties the employer 

will, in so far as is reasonably practicable, be represented by a more senior staff member or 
representative than attended the first Hearing. 

 
6. The employee can chose to be accompanied to Hearings and Appeal Hearings by either a 

colleague or trade union representative.  
 

7. Should an employee, or the colleague or trade union representative of the employee 
chosen to accompany him/her, be unable to attend a Hearing or Appeal Hearing despite 
reasonable efforts to do so, the employer will re-arrange the Hearing or Appeal Hearing on 
one occasion.   

 
8. Employers, employees and companions should make every effort to attend Hearings. 

 
 
Disciplinary Procedure 

 
In all cases where the employer is contemplating dismissal or disciplinary action (other than verbal 
or written warnings) the following procedure will be followed. 
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The employer will write to the employee, setting out the nature of the employee’s conduct, 
capability or other circumstances which are leading him to contemplate dismissal or disciplinary 
action, normally enclosing copies of any written evidence.    
 
The employee will be invited to a Hearing to discuss the issues, ask questions, present evidence 
and call witnesses.  
 
After the Hearing the employer will inform the employee of any decision and advise the employee 
of his/her right to appeal. 
 
If the employee wishes to appeal, he/she must inform the employer.  The employer will arrange for 
an Appeal Hearing.      
 
After the Hearing the employer will advise the employee of his final decision.   There will be no 
further opportunity to appeal. 
 
 
Grievance Procedure 

 
If an employee wishes to raise a grievance, and feels that the matter cannot be resolved informally 
or he/she is dissatisfied with the informal resolution, then the employee should follow the following 
procedure. 
 
The employee should write to the employer, setting out the nature of the alleged grievance. 
 
The employer will invite the employee to a Grievance Hearing to discuss the issues.    
 
After the Grievance Hearing the employer will inform the employee of any decision (including a 
decision to investigate further) and advise the employee of his/her right to appeal. 
 
If the employee feels the grievance has not been resolved to his/her satisfaction he/she should 
inform the employer that he/she wishes to appeal and on what grounds.  The employer will arrange 
for a Grievance Appeal Hearing.   
 
After the Grievance Appeal Hearing, the employer will advise the employee of his final decision.  
There will be no further opportunity to appeal. 
 
 
Further Information 

 
Government guidance on disciplinary problems, disputes and grievances is available at:- 
http://www.businesslink.gov.uk/bdotg/action/layer?topicId=1074207487  
 
NB This Information Sheet gives general guidance only. It has no legal force and cannot cover 
every point and situation. Legal advice should always be sought on any particular situation.  
 
This Information Sheet was kindly prepared by Turcan Connell, Princes Exchange, 1 Earl Grey 
Street, Edinburgh, EH3 9EE. 
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