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The University of Bolton 
 

Staff Disciplinary Procedure 
 

1. Purpose and Scope 
 

It should be recognised that satisfactory standards of both conduct 
(behaviour) and capability (performance) are necessary to undertake 
the University’s affairs and for the well-being of all employees. It should 
also be recognised that management has 
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2.3 Notice of Hearings 
 
2.3.1 Normally ten working days’ notice will be given for disciplinary or 

appeal hearings. It is recognised, however, that this may have to be 
exceeded in exceptional circumstances. 

 
2.4 Confidentiality/Recording of Meetings  
 
2.41 The University aims during an investigation or any steps under this 

procedure to deal with matters sensitively and in confidence, to the 
extent that it is able to do so. All employees will be required to treat as 
confidential any information communicated to them in connection with 
an investigation or disciplinary matter. Witnesses will be required to 
treat as confidential any information given to them during the course of 
an investigation, including the identity of any employees under 
investigation.  

 
2.4.2 Electronic recordings of any investigative meetings, disciplinary or 

appeal hearings are not permitted by any party, representative or 
companion. The University will appoint a note taker to all meetings. 

 
3. Initial Investigatory Stage 
 
3.1 Where misconduct and/or unsatisfactory performance is alleged the 

employee’s immediate line manager or an appropriate nominee should 
conduct an investigation and/or make enquiries in order to gather 
facts/information (the “Investigating Officer”). This may take the form of 
a fact gathering investigatory meeting with the employee in question. 
This is solely for the purpose of fact-finding, and no decision on 
disciplinary action will be taken until after a disciplinary hearing has 
been held. The employee will be informed of the allegations and that an 
investigation is taking place. 

 
3.2 Any employee involved in the investigatory stage is expected to co-

operate fully and promptly and provide such assistance to the 
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that the matter may be dealt with informally or that no further action will 
be taken, the employee will be advised in writing. 

 
4. Suspension 
 
4.1 Where the alleged misconduct and/or unsatisfactory performance is of 

such a nature that there are clear and compelling reasons or any other 
good and urgent cause why the employee’s continuing attendance at 
the University cannot be justified or where it is felt the employee’s 
continuing attendance may hamper an investigation then the employee 
may be suspended from duties by the Vice Chancellor (or his/her 
appointed nominee providing such nominee is a Designated Senior 
Post Holder or a member of the Executive Board) who will confirm the 
suspension in writing to the employee. Suspension will normally be on 
full pay. 

  
4.2  Suspension is not in itself a disciplinary sanction and does not imply 

 that any decision has already been made about the employee’s case. 
 
5. Formal Procedure 
 
5.1 When a decision has been taken to initiate the formal disciplinary 

procedure, the employee should be informed in writing of the decision 
to hold a disciplinary hearing and the individual who shall conduct the 
disciplinary hearing (“Disciplinary Officer”). The Disciplinary Officer will 
be determined with reference to Appendix B. Such notice will also 
detail the allegations of misconduct and/or unsatisfactory performance 
that will be considered at the disciplinary hearing, clearly state the time, 
place and date, and state the entitlement to be accompanied by a 
companion who may be a Trade Union representative, a full-time Trade 
Union official or a work colleague.  

 
5.2 At least five working days before the date of the disciplinary hearing 
 (unless this is not reasonably practicable) the employee should be 
 provided with information and copies of any relevant documents and/or 
 witness statements adduced as part of the investigatory stage that will 
 be used at the hearing. In cases where a witness’ identity is to be kept 
 confidential, the employee will be provided with as much information as 
 possible in relation to the evidence provided by the witness in question, 
 whilst maintaining confidentiality. Reasonable time should be permitted 
 for the employee to arrange his/her companion to attend, and for the 
 employee to prepare for the hearing. 
 
5.3 The employee must attend the hearing. If the employee or his/her 
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 serious, for a longer period and the employee shall be notified 
 accordingly of that extended period. The employee’s misconduct 
 and/or unsatisfactory performance may be reviewed at the end of the 
 period and if it has not improved sufficiently the University may 
 decide to 
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8 Keeping of Records 
 
8.1 Records of the disciplinary case will be kept for the period of the active 

sanction and comply with relevant statutes and will be destroyed 
thereafter. These records will include the complaint against the 
employee, the employee’s defence, findings made and action taken, 
the reason for action taken, whether an appeal is lodged and the 
outcome. Notes of any formal meetings will also be kept. 

 
9. Other Related Policies 
 
9.1 Performance Improvement Procedure 
9.2 Disciplinary Procedure for Designated Senior Post Holder 
 
10. Monitoring and Review 
 
 This procedure will be monitored and reviewed on behalf of the Board 

of Governors by the HR Director. The outcome of such monitoring and 
review will be published on an annual basis to these bodies. 

 
11.  Dissemination of and Access to the Policy 
 

 This procedure will be disseminated to staff via the HR A-Z section of 
the University’s website after full consultation with the University’s 
recognised trade unions and approval by the Board of Governors. It will 
also, once approved, be 
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 BREACH  First 
Formal 
Sanction 

Second 
Formal 
Sanction 

Third 
Formal 
Sanction 

Final 
Formal 
Sanction 

1 Conduct to Others (continued)     

1.7 Deliberate and aggravated social, 
sexual, racial, ageist harassment or 
harassment on the basis of religious 
belief, or sexual orientation 

Up to 
Summary 
Dismissal 

   

1.8 Physical assault or violent, or 
obscene conduct towards any 
employee, student or any other 
person the University deals with on 
or about the University’s premises or 
in connection with the University or 
when representing the University 

Up to 
Summary 
Dismissal 

   

1.9 
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 BREACH First 
Formal 
Sanction 

Second 
Formal 
Sanction 

Third 
Formal 
Sanction 

Final 
Formal 
Sanction 

2. Dishonesty (continued)     

2.8 Engaging in any activity, practice or 
conduct which would constitute an 
offence under the Bribery Act 2010 

Up to 
Summary 
Dismissal 

   

3 University Interests     

3.1 Improperly using or divulging 
confidential information to any third 
party regarding the University or the 
University’s business and commercial 
interests, employees or any other 
persons whom the University deals 
with or the nature of those deals 

Up to 
Summary 
Dismissal 

   

3.2 Committing any act using or divulging 
any information which is contrary to 
or damages the interests or 
objectives of the University 

Up to 
Summary 
Dismissal 

   

3.3 Deliberate damage to University 
property, equipment or facilities 

Up to 
Summary 
Dismissal 

   

3.4 Misuse of the University’s property, 
facilities or name e.g. e-mail and 
internet 

Up to 
Summary 
Dismissal 

   

3.5 Use of University equipment without 
the authorisation from the manager 
responsible for the equipment 

Up to 
Summary 
Dismissal 

   

3.6 Serious breach of confidence Up to 
Summary 
Dismissal 

   

3.7 Bringing the University into serious 
disrepute 

Up to 
Summary 
Dismissal 

   

3.8 Involvement in any form of terrorism 
and / or extremism 

Up to  
Summary  
Dismissal 

   

3.9 Involvement in any form of 
r
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 BREACH First 
Formal 
Sanction 

Second 
Formal 
Sanction 

 
 

Final 
Formal 
Sanction 

5. Health & Safety (continued)     

5.4 Acting in a manner that could result 
in injury to an employee or damage 
to University property (e.g. 
horseplay) 

Final 
Written 
Warning 
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 BREACH First 
Formal 
Sanction 

Second 
Formal 
Sanction 

 
 

Final 
Formal 
Sanction 
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Appendix B  
 
Minimum Levels of Authority in Respect of Stages of the Disciplinary Procedure: 
 
 

Staff Member Verbal Warning / 
First Written 
Warning/ 
Improvement 
Notice 
 

Final Written 
Warning 

Suspension Dismissal Appeal 
against 
Discipline 

Appeal 
against 
Dismissal 

All Staff groups 
(excluding 
Designated 
Senior Post 
Holders for which 
a separate 
procedure is 
available) 
 

Equivalent or next 
level of authority 
within the University 
to the “Investigating 
Officer” 

Equivalent or next 
level of authority 
within the 
University to the 
“Investigating 
Officer” 

Designated Senior 
Post Holder or Vice 
Chancellor’s 
nominee providing 
he/she is a member 
of the Executive 
Board 

Designated 
Senior Post 
Holder 

Equivalent 
or next level 
of authority 
within the 
University to 
the 
“Disciplinary 
Officer” 

Vice 
Chancellor 

 


