Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 12.1 – Example Disciplinary Procedure
Purpose
This procedure is designed to help and encourage all employees to achieve and maintain the required standards of conduct, attendance, and job performance. It applies to all employees and should be read alongside the club’s rules.
Our aim is to ensure a consistent, fair, and supportive approach to discipline.
We recognise that disciplinary processes can be stressful. If you are affected, please speak to [named person or job title] so that appropriate support can be provided. This may include signposting to:
· Employee Assistance Programmes
· Mental Health First Aiders
· Staff support networks

Principles
· Informal action will always be considered before formal action where appropriate.
· No disciplinary action will be taken until the case has been fully investigated.
· Employees will be informed of the nature of any complaint and given the opportunity to present their case before any decision is made.
· Written copies of evidence and relevant witness statements will be provided in advance of a disciplinary meeting.
· Except in cases of gross misconduct, no employee will be dismissed for a first breach of discipline.
· Employees have the right to appeal against any disciplinary decision.
· The procedure may be applied at any stage if the seriousness of the alleged misconduct warrants it.

Right to Be Accompanied
You have a statutory right to be accompanied at any disciplinary meeting that may result in:
· A formal warning
· Another disciplinary action
· Confirmation of a previous disciplinary decision (e.g. at appeal)
You may choose to be accompanied by:
· A work colleague
· A certified or trained trade union representative
· An official employed by a trade union
Please notify us as early as possible if you wish to be accompanied, so arrangements can be made. If you require reasonable adjustments (e.g. due to a disability), please speak to [job title or contact person].

Disciplinary Procedure
Stage 1 – First formal action
This may take the form of either:
· Improvement Note (performance issue): Outlines the performance concern, required improvement, timescale, and support available. Recorded for [x months] and then disregarded if performance improves and is maintained.
· First Written Warning (misconduct): Outlines the misconduct, required change, and right of appeal. Warns that further misconduct may lead to a final written warning. Recorded for [x months] and then disregarded if conduct improves.

Stage 2 – Final Written Warning
May be issued if:
· The misconduct or performance issue is serious, or
· There is further misconduct or lack of improvement while under a warning
The final written warning will detail the issue, required improvement, timescale, right of appeal, and state that failure to improve may result in dismissal.

Stage 3 – Dismissal or Other Action
If misconduct or underperformance continues, the final step may be dismissal or another action short of dismissal (e.g. demotion or transfer, if permitted under the employment contract).
Only an appropriate senior manager may make a dismissal decision.
Employees will receive written confirmation of:
· The reasons for dismissal
· Termination date
· Final payments owed (e.g. notice pay, holiday pay)
· Right of appeal
If an alternative sanction is applied (e.g. demotion), details will be provided in writing, along with a warning that failure to improve could result in dismissal.

Gross Misconduct
Some examples of conduct likely to be treated as gross misconduct include:
· Theft, fraud, or dishonesty
· Physical violence or bullying
· Deliberate and serious property damage
· Serious misuse of the club’s name or property
· Accessing offensive, obscene, or pornographic material online
· Serious insubordination
· Harassment, discrimination, or victimisation
· Bringing the club into serious disrepute
· Gross negligence causing loss, damage, or injury
· Serious health and safety breaches
· Serious breach of confidentiality
Gross misconduct may result in dismissal without notice or pay in lieu of notice.

Suspension
In cases of alleged gross misconduct or serious issues, the club may suspend you on full pay while an investigation takes place. Suspension is not disciplinary action, nor does it imply guilt.
· Suspension will only be used if there is no practical alternative.
· You will be supported throughout, with your wellbeing and mental health considered at all times.

Appeals
You have the right to appeal any disciplinary decision. Appeals must be lodged within [x days].
An appeal will be heard by a senior manager (or other appropriate person not previously involved). Their decision will be final.

This process ensures all disciplinary matters are handled fairly, consistently, and with dignity, while maintaining the standards required by the club.
