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DISCIPLINARY PROCEDURE
1.0 INTRODUCTION
It is the aim of WAH Solutions to ensure that all personnel and issues relating to disciplinary measures are considered fairly and equally. In order to facilitate this, the company has adopted disciplinary procedures, which apply to all personnel.

All personnel are expected to familiarise themselves with and abide by the rules, regulations, standards and procedures that are contained within the terms and conditions of employment, in notices, circulars, memoranda and oral and written instructions. Failure to do so may, in itself, result In disciplinary action being implemented.
2.0 SCOPE

This procedure applies to all WAH Solutions personnel including staff members and contracted personnel employed by the company.
3.0  PROCEDURE

3.1 Stage One-Verbal Warning

A Verbal warning will be given to personnel failing to perform the work or conduct themselves to an acceptable standard, or for the minor breach of rules and regulations. Verbal warnings will normally be given by the immediate supervisor and recorded in the person’s file.

3.2  Stage Two-First Written Warning

Following a verbal warning, reoccurrence of a failure to meet the acceptable standards of performance or conduct, or a more serious breach of rules or regulations will result in a First Written Warning. A first Written Warning will be issued by the immediate supervisor or manager and recorded in the persons file.

Note: Any warning issued under stage one or two will be deemed to have lapsed if, after a period of six months, no subsequent warning is given.

3.3 Stage Three-Final Written Warning

Failure to meet acceptable performance or conduct standards, a major breach of rules or regulations or where a continual recurrence of an offence for which a First Written Warning has been issued, will result in the issue of a Final Written Warning.

A Final Written Warning will be issued by a senior representative of the company and will advise that any further repeat or breach ma result in dismissal.

Note: Any warning issued under stage Three will be deemed to have lapsed if, after a period of twelve months, no subsequent warning is given.

3.4 Stage Four-Dismissal

Failure to meet an acceptable standard of performance or conduct, or the major breach of rules or regulations constituting gross misconduct, or subsequent reoccurrence of an offence for which a Final Warning has been issued, will result in Dismissal

4.0 Stage Four-Dismissal

In circumstances of Gross Misconduct personnel may be Summarily Dismissed or Suspended at any time. Typical examples of what the company considers Gross Misconduct includes, but is not limited to, the following:

· Reporting for work, or working under the influence of drugs or alcohol.

· Failing a drug or alcohol test or refusing to take such tests.

· Possessing drugs or alcohol on site.
· Supplying the Company with false information concerning previous employment, training or experience.

· Theft, deliberate damage or unauthorised removal of Company property.
· Smoking in an unauthorised area.
· Threatening or violent behaviour.

· Failure to wear or use, or tampering with, safety equipment.

· Deliberate breach of safety procedures, rules or regulations.

· Refusal to carry out reasonable instructions.

· Racial or sexual harassment.

5.0 Suspension

Personnel may be suspended from work with pay to enable a full investigation of the circumstances surrounding an alleged offence prior to a disciplinary or appeal hearing. Suspended personnel who are on site shall be sent back to the Company’s offices at the earliest opportunity. Suspended personnel will be paid for the time of their suspension until arriving at the company’s offices.

6.0 Summary Dismissal

Personnel who are summarily Dismissed without notice or wages, in lieu of notice.

7.0 Appeal

Personnel wishing to appeal against a warning or dismissal must do so in writing to the company. A written appeal must reach the company within ten working days of the warning or notice of dismissal being issued. The appeal will be considered and a meeting arranged within seven working days of receiving the appeal letter or as otherwise mutually agreed.
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