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Disciplinary & Grievance Policy and Procedure 

  
STM Group (UK) Ltd disciplinary procedure aims to help and encourage all employees to 
achieve and maintain acceptable standards of conduct, attendance and job performance. It 
enables STM Security to consistently and fairly address any matters relating to unacceptable 
performance or conduct. The procedure does not form part of the contract of employment. 
The procedure generally applies to all employees who have completed their probationary 
period.  
 
Failure to meet standards of conduct or performance by an employee may, initially, be 
brought to the employee’s attention by their Line Manager in informal conversations, if this is 
appropriate.  
 
Alternatively their Line Manager may issue a ‘letter of expectation’. The letter of expectation 
is not part of the formal disciplinary procedure. However it is intended to communicate areas 
where improvement may be required and acts as a ‘file note’ to the Line Manager and 
reminder to the employee. 
 
Where matters cannot be dealt with informally or informal discussions or letters of 
expectation have failed to correct behaviour or conduct, disciplinary action may need to be 
considered. In all cases where disciplinary action is being considered, no decision will be 
reached, and no disciplinary action will be taken, until such time as the employee has been 
given the opportunity to state their case and to offer explanations and the matter has been 
fully investigated.  
 
Therefore, in all instances where disciplinary action is being contemplated, a formal 
disciplinary meeting will be held and the employee will be invited to attend this meeting.  
 
Depending on the seriousness of the case, the disciplinary procedure may be entered into at 
any of the stages outlined below.  Except in cases of gross misconduct, dismissal will not be 
the first step. 
 

 Capability (Performance Improvement) 
If an employee is unable to carry out their job role due to their ability or competence, STM 
Group (UK) Ltd will follow the disciplinary procedure but may refer to this as a capability or 
performance improvement procedure. Capability relates to an individual’s ability to perform 
the job role to the required standards. This may include where an individual is absent from 
work due to sickness or injury (and therefore they are not able to carry out their duties) or 
their level of attendance is poor and this means that the job is not performed to the standard 
required. 
 
Capability also includes where an individual is not able to meet the standards required or 
meet targets that have been set. This may be due to the fact that they do not have the 
required skills, ability or knowledge. 
 
In these circumstances, it may not be appropriate to refer to any procedure as ‘disciplinary’; 
but it is still necessary to follow a fair procedure to allow STM Group (UK) Ltd to address any 
issues of capability, while also ensuring that individuals are treated fairly and, where 
appropriate, given the opportunity to improve or be provided with additional support or 
training. 
 
In other circumstances, it may not be clear whether the matter (non performance) falls under 
capability or conduct. Therefore, the capability and disciplinary procedures may be run 
concurrently (although the procedure may be referred to as either disciplinary or capability). 
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Therefore, in the procedure outlined below where ‘disciplinary’ or ‘disciplinary procedure’ is 
mentioned, this may be substituted for capability or performance improvement. 
 

 Notice of Disciplinary Meeting and Reason for the Disciplinary Meeting   
Employees will be requested to attend a formal disciplinary meeting in writing. The 
notification will provide details of the alleged misconduct or poor performance. Where 
available, supporting documentation or information will be provided prior to the meeting.  
 
A minimum of 24 hours notice will be given of any meeting in order to allow the employee to 
prepare for the meeting.  
 

 Investigation 
All situations will be investigated in order to establish the facts of the case. The actual 
investigation into any potential disciplinary matter will vary depending on the allegations and 
nature of the misconduct or poor performance.  Investigation may include the collating of 
evidence by STM Group (UK) Ltd prior to a disciplinary hearing (e.g. reviewing records or 
documents). It may also include speaking to other employees or third parties.   
 
In some cases, the employee may be invited to attend an investigative meeting prior to a 
formal disciplinary meeting in order to assist with the investigation and/or to decide if it is 
appropriate to convene a disciplinary meeting. At other times, STM Group (UK) Ltd may not 
believe it is necessary or appropriate to hold a separate investigative meeting, or may 
believe that the investigative meeting should be held as part of the formal disciplinary 
meeting. 
 

 The Employee’s Right to be accompanied and the Role of the Companion 
The employee has the right to be accompanied at a disciplinary meeting by a fellow 
employee or an accredited trade union official. The employee should inform STM Group 
(UK) Ltd who their chosen companion is, prior to the meeting. If the employee’s chosen 
companion is not available at the time proposed for the meeting, the employee may 
postpone the meeting provided that they propose an alternative time.  The alternative time 
must fall within five working days of the date of the original meeting and must be at a time 
that is reasonable.  
 
The employee must make a reasonable request to be accompanied and should inform STM 
Group (UK) Ltd who their chosen companion is, prior to the meeting. It would not normally 
be reasonable for an employee to request to be accompanied by someone who may 
prejudice the hearing.  
 
The companion will be allowed to address the hearing, to put forward and sum up the 
employees case and may confer with the employee during the meeting.  The companion 
does not have the right to answer questions on the employee’s behalf or address the hearing 
if the employee does not wish it. 
 
Further investigation may be carried out following the meeting if this is felt to be necessary. 
In addition the employee may request additional areas of investigation and STM Group (UK) 
Ltd will consider any reasonable requests that are relevant to the situation.  
 

 The Disciplinary Meeting  
The employee’s Line Manager will generally conduct a disciplinary meeting or another 
manager appointed by STM Group (UK) Ltd. In misconduct situations, where practicable, 
different people will carry out the investigation and disciplinary hearing. 
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Two representatives from STM Group (UK) Ltd will normally be present at any disciplinary 
meeting. 
 
During the meeting the employee will be given every opportunity to answer any allegations 
and set out their side of events before any decision is taken.  Further investigation may be 
carried out following the meeting if this is appropriate. The meeting may be adjourned if 
further investigation is required. 
 
The employee (and the employer) should make every effort to attend the meeting.  
 
Where an employee is persistently unable or unwilling to attend a disciplinary meeting, STM 
Group (UK) Ltd may have to hold the meeting in the employee’s absence and make a 
decision based on the information and evidence available. The employee will then be 
informed of the outcome as set out below and will be given the opportunity to appeal against 
any decision. 
 
If it is decided, following the meeting and having considered all the circumstances, that 
disciplinary action is appropriate then action may be taken as outlined below: 
 
Stages of the Disciplinary Procedure 
 
After the meeting (and provided that there is no further investigation to be carried out), STM 
Group (UK) Ltd will decide whether or not disciplinary or other action is justified and will 
inform the employee in writing. 
 

 Stage 1 – Written Warning 
If conduct or performance does not meet acceptable standards, employees will normally be 
given a formal written warning. The warning will set out the nature of the misconduct or poor 
performance and what improvement is required and any timescales. The warning will also 
confirm the consequences of further misconduct or failure to improve performance (e.g. 
further disciplinary action may be taken under stage 2). 
 
The notification will also advise the employee of their right to appeal against the decision.  A 
copy of this warning will be held on the employee’s personnel file for a period of 12 months. 
 

 Stage 2 – Final Written Warning 
If there are further acts of misconduct or failure to improve performance a final written 
warning will be issued. 
 
Alternatively, if the employee’s first misconduct or unsatisfactory performance is sufficiently 
serious, it may be appropriate to move directly to a final written warning. This might happen 
where the employee’s actions have had or are liable to have a serious or harmful impact on 
the Hospice.  
 
The employee will be told in writing of the possible consequences if further misconduct or 
failure to improve performance (or change their behaviour) occurs, within the time period 
following the final warning, e.g. this may result in dismissal or some other contractual penalty 
such as demotion. 
 
The notification will also advise the employee of their right to appeal against the warning.  A 
copy of this warning will be held on the employee’s personnel file for a period of 12 months. 
 

 Stage 3 – Dismissal 
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If conduct or performance is still unsatisfactory and the employee fails to reach the 
prescribed standards, dismissal will normally result.  The employee will be informed of the 
reasons for the dismissal and the date employment will end. The employee will also be 
advised of their right to appeal. 
 
Note: Warnings will be recorded on the employee’s file but will normally be disregarded for 
disciplinary purposes after a period of 12 months, subject to continuous satisfactory conduct 
or performance, unless otherwise stated in warning letters.  
 
However, in some circumstances, where repeated conduct cannot be tolerated in the future, 
written warnings may be placed for longer periods or permanently on file.  In such cases, 
employees will be advised of this in writing. 
 

Suspension 

An employee may be suspended from work in order to allow STM Security to carry out or 
conclude an investigation or if it is considered necessary to remove the employee from site. 
Suspension is not a disciplinary sanction or action and will normally only be considered 
where the matter to be investigated is thought to involve serious misconduct; an 
investigation may be hindered if the employee were in attendance at work; where 
relationships have broken down or where there is a risk to STM Security or individuals. 
 
The decision to suspend will be confirmed in writing as soon as possible after suspension. 
The period of suspension will depend on the nature and time involved in completing the 
investigation. If an employee is suspended, they will continue to receive their normal basic 
wage/salary for the period of suspension.  
 
Alternatively STM Group (UK) Ltd may move an employee to an alternative department or 
work area whilst an investigation is carried out or completed. This is not a disciplinary 
sanction and would only be implemented on a short-term basis to allow the investigation to 
be completed.  The decision to suspend or move an employee will be at the complete 
discretion of STM Group (UK) Ltd. 
 

Demotion and Re-Allocation 

In certain circumstances, depending on the nature and reason for the disciplinary action, an 
employee may be demoted or moved to another department/area as part of the disciplinary 
action and as a disciplinary sanction. Any demotion or re-allocation will result in an 
adjustment to terms and conditions of employment relevant to the position the employee is 
being moved to.  
 
A decision to demote will generally be as an alternative to dismissal. This will only be 
considered where this is felt to be appropriate and an alternative position is available.  
 

Gross Misconduct – Summary Dismissal 

Generally, gross misconduct includes any serious breach of conduct or duty that brings STM 
Group (UK) Ltd into disrepute or actions that are inconsistent with the relationship of trust 
and confidence required between STM Group (UK) Ltd, the client and its employees.  
 
If STM Group (UK) Ltd, after conducting an investigation and holding a disciplinary meeting 
with the employee (as above), is satisfied that gross misconduct has occurred, the result will 
normally be dismissal without notice or a payment in lieu of notice.   
 
The following list, which is not exhaustive, outlines offences that are normally regarded as 
gross misconduct:  
 
 Theft (including physical and data); 
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 Fraud;  
 Deliberate falsification of records and information;  
 Serious breaches of procedures or negligence that may lead to loss or damage or a risk 

to the business; 
 Conduct or behaviour that may bring STM Group (UK) Ltd into disrepute; 
 Unauthorised removal of STM and clients property, documentation or information; 
 Fighting or assault on another person;  
 Serious breach of STM Group (UK) Ltd computer/internet/e-mail policy;  
 Unauthorised absence;  
 Being on STM or Client property/site under the influence of alcohol or illegal drugs;  
 Deliberate or negligent damage to property (STM or Client property);  
 Serious acts of insubordination;  
 Communicating confidential information outside STM Group (UK) Ltd;  
 Any serious breach of Health and Safety rules;  
 Acts of harassment or bullying;  
 Any acts of discrimination or non-compliance with STM Group (UK) Ltd policy on equal 

opportunities; 
 Failure to follow the security industry codes of practice or procedures 
 Smoking on STM or Client premises or in a STM vehicle. 
 Failure to comply with or breaches of STM Group (UK) Ltd policy on Bribery and 

Corruption. 
 
Appeal Procedure 
If an employee feels that disciplinary action taken against them is wrong or unjust they 
should appeal against the decision. Employees have the right to be accompanied by a fellow 
employee or trade union official at appeal meetings (see above re the Right to be 
accompanied).  
 
An employee should confirm the grounds for their appeal in writing.  
 
The Appeal Procedure is outlined below. 
 
Appeal against a Disciplinary Action 

 An appeal should be made in writing, setting out the reasons for appealing.  

 An appeal should be made within five working days of receipt of the written confirmation 
of the disciplinary action. 

 The employee will be asked to attend an appeal meeting. This will normally be held 
within ten working days of the appeal but may be longer if circumstances demand. 

 After the appeal meeting, the employee will be informed of the decision in writing within 
five working days of the meeting. This may be longer if circumstances demand (e.g. if 
further investigation is required). In this case, the employee will be notified. 

 
Any appeal will be dealt with impartially and wherever possible, by a Manager or senior 
person who has not previously been involved in the case.  Where this is not possible, STM 
may consider inviting a third party to hear the appeal. 
 
Note: The disciplinary procedure, dismissal procedure and appeal procedure do not form 
part of the contract of employment.  
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Grievance Procedure 
 
The aim of STM Group (UK) Ltd Grievance Procedure is to resolve concerns that employees 
may have about their job, working conditions or any other issue relating to their employment.  
The objective is to resolve issues quickly and to the satisfaction of both parties. 
 

Resolving Matters Informally 

Most grievances are best resolved informally in discussions with the employee’s Line 
Manager. If an employee has a grievance relating to any aspect of their job, working 
environment or the conditions of employment, they should speak to their Line Manager on 
the day on which the grievance occurs or as soon as possible thereafter. If necessary, the 
situation will be investigated and the outcome will be discussed with the employee.  
 

Mediation 

If appropriate, mediation will be offered to resolve the grievance informally. 
Mediation is an efficient way of achieving a result while preserving and, at times, even 
enhancing, the relationship of the parties. 
 

Formal Procedure  

If it is not possible to resolve a grievance informally or the employee does not wish to pursue 
the informal route, the employee should raise the matter formally and without unreasonable 
delay with a Manager who is not the subject of the grievance.  
 
The employee should set out the nature of the grievance in writing as fully as possible.  
 

Grievance Meeting 

The employee will be invited to a meeting to discuss the grievance and may be 
accompanied by a work colleague or trade union official during the meeting.  The employee 
must make all reasonable steps to attend the meeting. 
 
The employee will be given every opportunity to explain their grievance and how they think it 
can be resolved. The meeting may be adjourned if further investigation is required. 
 

What if a Grievance is taken out about you? 

A representative from the HR Department will inform you of the details of the grievance 
taken out against you and support you with preparing for a verbal or written statement. It is 
their role to give you advice and support throughout the process and inform you of your 
rights. 
 

Fact Finding Meeting 

In some cases, an informal meeting without notice or right to representation may take place 
during working hours. Any notes taken at these meetings can be used as part of any 
disciplinary procedure if required. A copy of these notes will be given to the staff member for 
their approval before they are used. 
 

Outcome 

Following the meeting, a decision will be taken on what action, if any, to take. The decision 
will be communicated to the employee in writing and will set out any action the employer 
intends to take to resolve the grievance.  The employee will also be advised that they can 
appeal against the decision. 
 

Appeal Against the Outcome 

If the grievance has been dealt with by the employee’s Line Manager in stage one and the 
employee is not satisfied with the outcome, they should write to a Director, again giving 
details of their grievance and explaining why the matter remains unresolved. An employee 
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should ideally raise an appeal (in writing) within five working days of receipt of the written 
outcome of their grievance. 
 
The employee will then be invited to attend a further meeting with a Director to discuss the 
appeal.  A work colleague or trade union official may accompany the employee at this 
meeting. The outcome of the appeal will be communicated to the employee without 
unreasonable delay and normally within five working days of the meeting. If the response is 
to be delayed this will be communicated to the employee. The Directors decision is final. 
 

Right to be accompanied 

If an employee wishes to be accompanied at a grievance meeting, they should inform STM 
Group (UK) Ltd of who their chosen companion is, prior to the meeting. If their chosen 
companion (work colleague or trade union official) is not available, the employee may ask for 
the meeting to be postponed by up to five working days and should suggest an alternative 
time for the meeting. 
 
Note: The grievance procedure does not form part of the contract of employment.  
 
Special Circumstances 
 

Overlapping grievance and disciplinary cases 

Where an employee raises a grievance during a disciplinary process and the disciplinary and 
grievance are related, it may be appropriate to deal with both issues concurrently. 
 
In other circumstances, it may be appropriate to suspend the disciplinary process while the 
grievance is being heard. However, this will depend on the nature of the grievance and all 
the circumstances. 
 

Movement between Procedures 

If, after commencing the procedure, the authorised Manager in conjunction with the Head of 
HR, considers that the case in question should have been dealt with under an alternative 
procedure, the case maybe transferred to a different procedure. The employee concerned 
may also make representation regarding the procedure to be followed. In cases of 
disagreement, the Director of HR will determine the appropriate action to take place 
 

Absent employee 

If an employee is absent due to sickness during a disciplinary or grievance process, the 
employee should be asked if they wish to attend the meeting. If they are unable to attend for 
health reasons, the process will be suspended until they are able to attend.  
 
In some cases, even where an employee is absent due to sickness, it may be in the 
employee’s and STM best interest to progress with the process and the employee will be 
asked to consider this. 
 
Where there is ongoing delay, STM Group (UK) Ltd may seek further medical advice i.e. ask 
the employee for consent to write to their doctor or ask the employee to attend an 
appointment with a doctor or Occupational Health.  
 
 


