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1. OVERVIEW 

1.1 All officers of the Club are covered by this policy, which sets out how we will deal with allegations 

of poor performance or misconduct. Self-employed contractors are not covered. 

1.2 We reserve the right to amend this policy at any time. 

2. INITIAL ACTIONS 

2.1 Prior to commencing formal action, informal enquiries will be made by a Director in a manner to 

avoid causing distress with the affected parties to establish if a misconduct or performance issue 

exists and if an informal resolution can be reached. If this fails to resolve the problem, or we feel 

this approach is inappropriate in the circumstances, we will commence a formal process. 

3. HOW WE INVESTIGATE 

3.1 Before any disciplinary hearing is held, the matter will be investigated.  When we investigate a 

misconduct or performance issue, we may hold one or more meetings. We will not take disciplinary 

or capability action without inviting you to a formal meeting, but, depending on the specific 

circumstances,  that hearing may be the only meeting we invite you to attend. In other words, there 

may not be separate meetings for the investigation and disciplinary stages. 

3.2 If you face a misconduct allegation, you may be suspended, in which case you must stay away 

from Club work and not make contact with Officers, Members, Clients, Suppliers or Contractors 

(unless we authorise this in writing). Being suspended from a role is part of the formal process and 

does not amount to a separate, standalone disciplinary action. 

4. YOUR RIGHT TO BE ACCOMPANIED 

4.1 You are entitled to be accompanied by another member  at any meeting called under this policy 

where you face formal action (including dismissal). 

4.2 If you want to exercise this right, you should tell us as soon as possible who you want to accompany 

you. It is your responsibility to arrange for them to attend.  

4.3 Your companion can, if this is your preference, explain the key points of your case to the meeting 

and can respond on your behalf. You can also confer with them during the meetings. They must 

not however answer questions put directly to you or try to prevent the meeting panel members 

asking questions or outlining its arguments. 

5. HOW WE CARRY OUT THE FORMAL HEARING 

5.1 We will write to you to tell you: 

• when and where your disciplinary or capability hearing will take place 

• the details of the allegation of poor performance or misconduct made against you; and 

• the possible consequences. 

We will usually include copies of witness statements and other relevant documents. 

5.2 You are entitled to bring a companion with you to the hearing — see above at paragraph 4 for 

details of what they can and cannot do. 
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5.3 You must let us know as soon as possible if you want to bring your own witnesses to appear before 

the meeting and/or you have documents or other evidence you want to present. 

5.4 It is your responsibility to attend the hearing but, if you cannot, we will normally reschedule it 

provided we are satisfied with your explanation for why you cannot attend. We may however be 

obliged to make our decision without you being present, and we will in any case only reschedule 

the meeting once unless there are very good reasons to justify a second rescheduling. 

5.5 We may record the meeting, but we will not do so without telling you. You are also invited to record 

the meeting if you wish, but please tell us as we would consider it discourteous to the managers 

involved for you to make a covert recording. 

5.6 We will go through all the details at the meeting so that you fully understand the allegation of poor 

performance or misconduct made against you. We will also outline the evidence we found when 

we carried out our investigation. 

5.7 We will give you the time you need to respond to the allegations made against you and to put your 

own case. We will also give you the opportunity to question us, to present your own evidence, to 

call your own witnesses, and to respond to evidence the Club’s witnesses put forward. If there are 

any questions you want us to put to the Club's witnesses, please tell us and (unless there is a good 

reason not to) we will make sure they are asked. 

5.8 The Club's decision following the hearing will be sent to you in writing. We try to do this within two 

weeks of the disciplinary hearing. 

6. THE DISCIPLINARY ACTION AND DISMISSAL PROCESS 

These are the three stages of our procedure for dealing with cases of poor performance or misconduct. 

6.1 First stage: We will issue you with a first written warning. Unless you already have active written 

warnings relating to your performance and/or to disciplinary matters on your work record, a first 

written warning will usually remain in place for 12 months from the date you are notified of the 

decision. It will then be removed from your record. 

6.2 Second stage: If there is an active first written warning on your record and your performance has 

failed to improve or you are involved in further misconduct, we will usually issue you with a final 

written warning. In serious cases of poor performance or misconduct, we may issue a final written 

warning without first issuing a first written warning. In either case, the final written warning remains 

active for 12 months from the date you are notified of the decision. It will then be removed from 

your record. 

6.3 Third stage: If there is an active final written warning against you and your performance has failed 

to improve or you are involved in further misconduct, you may be dismissed. You may also be 

dismissed without a first or final written warning if you are involved in gross misconduct. We explain 

what 'misconduct' and 'gross misconduct' comprise in the lists given below. 

6.4 Sometimes we are prepared to explore other actions short of dismissal. These may include 

deploying you to a different role, and/or extending your final written warning period to allow us 

further time to review how you respond. 
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7. YOUR RIGHT TO APPEAL 

7.1 You have the right to appeal against any capability or disciplinary decision taken against you. To 

do this, you need to respond within a week of being told of the action by writing directly to whoever 

is named in the letter you received. In your response to that letter, you must explain exactly why 

you are appealing. 

7.2 Wherever possible, the appeal meeting will not be led by the Director who held the meeting at 

which we decided what disciplinary action to take. You may be accompanied by a companion, in 

line with the process outlined in paragraph 4 above. 

7.3 The Club’s final decision will be sent to you in writing. We try to do this within two weeks of the 

appeal hearing. You do not have any further right to appeal against our decision. 

8. HOW WE DEFINE 'GROSS MISCONDUCT' AND 'MISCONDUCT' 

8.1 You will usually be dismissed from the role and Club membership without warning, or without 

notice, if we find you have committed an act of gross misconduct. This is known as summary 

dismissal. 

8.2 The following list gives examples of what we would normally regard as gross misconduct likely 

to lead to summary dismissal. This list is not exhaustive and should be referred to as a guide. 

● bullying or physical violence 

● fraud, theft, or any act of dishonesty 

● serious negligence leading to loss, damage, or injury 

● serious health and safety breaches 

● serious and intentional damage to Club property 

● unlawful harassment, bullying, discrimination or victimisation, or making any such allegation 

maliciously or in bad faith 

● viewing, receiving, or sending anything that breaches the Clubs's harassment, bullying and 

equal opportunities policies 

● knowingly promoting material or websites containing offensive, obscene or pornographic 

material 

● serious insubordination 

● serious breaches of confidence 

● breaches of confidentiality or mishandling of personal data of any kind 

● disclosure of any commercially sensitive information or any information which may be secret, 

or confidential and important to the Club 

● bringing the Club into serious disrepute; 

● downloading or installing any software onto Club IT equipment without express authorisation 

to do so 

● being under the influence of illegal drugs whilst on Club matters  

● being under the influence of alcohol whilst on Club matters 

● any other act entitling the Club to end your role and membership immediately without giving 

you notice  
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The following list gives examples of what we would normally regard as misconduct but not gross misconduct. 

This list is not exhaustive and should be referred to as a guide. 

● minor breaches of Club policy 

● minor breaches of your Club contract 

● unauthorised use, or damage to, Club property 

● refusing to follow instructions 

● using obscene language or otherwise behaving offensively 

● being careless when carrying out your duties 

 

 


