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Unit 228 Employee Rights and Responsibilities 

Organisational Objectives 
Every organisation needs to have clear objectives. These are the overall goals, 
purpose and mission of a business that have been established by its management 
and communicated to its employees. The organisational objectives of a company 
typically focus on its long range intentions for operating and its overall business 
philosophy that can provide useful guidance for employees to understand their 
roles and responsibilities. 

 
Examples of organisational objectives: 
• Increase sales and profit for the company.  
• Increase the market share (the percentage portion of a market controlled by the company or 

product). 
• Overtake rivals on quality of products or customer service effectiveness. 
• Achieve lower overall costs than rivals. 
• Become leader in the introduction of new products or services. 
• Achieve technological superiority. 
 
Employees’ Responsibilities 
Every employee plays an important part in achieving the organisation’s objectives. No matter what 
their job role they can contribute to the business’s success. Job descriptions help to define roles and 
responsibilities for each person and in turn this will help in the achievement of objectives. 
 
The table below gives examples how roles and responsibilities can contribute to objectives: 
 

Organisational objective Job role Contribution to objective 
 
Increase sales and profit 

Manager/Supervisor Training staff to upsell 
Food Production staff Checking orders to avoid mistakes 
Food Service staff Upselling and cross selling  
Reception staff Give customers brochures 

 
Increase market share 

Manager/Supervisor Organise a mail shot to new customers 
Food Production staff Produce food for outside functions 
Food Service staff Participate in handing out leaflets 
Reception staff Send out promotional emails 

 
Overtake rivals on quality of 
products / customer service 

Manager/Supervisor Analyse customer feedback to look for 
improvements 

Food Production staff Present food to a high standard 
Food Service staff Go the ‘extra mile’ for customers 
Reception staff Get to know the customers 

 
Achieve lower costs 

Manager/Supervisor Use suppliers with competitive prices 
Food Production staff Reduce waste with good stock control 
Food Service staff Check orders carefully to avoid mistakes 
Reception staff Reduce use of stationery with electronic 

messaging 
 
Lead in the introduction of 
new products 

Manager/Supervisor Update the menu regularly 
Food Production staff Attend meetings to offer new ideas 
Food Service staff Learn the features and benefits of new 

items 
Reception staff Display new products and information 

 
Achieve technological 
superiority 

Manager/Supervisor Introduce new computerised ordering 
Food Production staff Use electronic ordering system 
Food Service staff Use electronic ordering system 
Reception staff Use the Internet to promote items 

 

http://www.businessdictionary.com/definition/goal.html
http://www.businessdictionary.com/definition/mission.html
http://www.businessdictionary.com/definition/business.html
http://www.businessdictionary.com/definition/establish.html
http://www.businessdictionary.com/definition/management.html
http://www.businessdictionary.com/definition/employee.html
http://www.businessdictionary.com/definition/objective.html
http://www.businessdictionary.com/definition/company.html
http://www.businessdictionary.com/definition/long-position.html
http://www.businessdictionary.com/definition/range.html
http://www.businessdictionary.com/definition/operate.html
http://www.businessdictionary.com/definition/business-philosophy.html
http://www.businessdictionary.com/definition/business-philosophy.html
http://www.businessdictionary.com/definition/provide.html
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCNOfu-K2lMgCFYJWFAodKNAGRA&url=http://teamly.com/771-okr-objectives-and-key-results&psig=AFQjCNGbnwr-ObTHtOkrrSeaOpWpCVvIVw&ust=1443347524254579
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Job Roles 
Most organisations have a structure of staff working at different levels of 
responsibility, from operational staff to senior positions. This structure is often 
represented on an organisation chart which is a diagram that shows the 
relationships and relative ranks of its parts and positions/jobs. 
 

Operational staff report to those with senior positions which may include: 
 

• Shift Leaders/Supervisors 
• Departmental Managers (Head Chef, Bar Manager, Restaurant Manager, Reception manager) 
• Branch Managers 
• Area or Regional Managers 
• General Managers 
• Directors 
• Chief Executive 

 
For many working in an organisation, the goal is to follow a career path and to 
‘climb the ladder’, seeking higher positions with more responsibility and better 
financial rewards. 
 
Operational staff can progress towards more senior job roles by: 
 

• Developing knowledge, experience on the job which can lead to applying for internal senior 
vacancies. 

• Excelling in their performance and ‘standing out’ so that they are offered promotions. 
• Attending training internally or at college/University to gain knowledge and qualifications. 
• Replacing staff who leave the organisation (‘stepping into their shoes’) 
• Being rewarded for long service with a promotion. 
• Being offered opportunities to take on newly created positions (due to new services or 

expansion). 
• Applying for positions in other areas of the business e.g. from reception to Head Office or 

kitchen porter to warehouse. 
• Becoming a Director/Executive because of ownership of stocks and shares. 
• Applying for more senior positions with similar organisations within the industry sector. 

 
Information on Careers 
Career progression can be a challenging and confusing exercise with so many options to choose 
from. There are numerous external sources of information and advice available to individuals: 
 

• Specialist careers advisors online, such as nationalcareersservice.direct.gov.uk 
• Careers advice centres and Job Centres such as Connexions 
• Careers events and fairs such as Skills London 2015 at the ExCel Centre 
• Publications and journals with careers articles such as The Caterer and 

 Hotelkeeper. 
• Prospectuses from educational institutions such as colleges and universities e.g. the 

University of Surrey 
 
Employees who are seeking career development can also seek advice from internal sources: 

• Discussing opportunities with line manager in informal meetings or in an appraisal. 
• Speaking to experts within the organisation such as HR (Human Resources). 
• Using the organisation’s intranet services. 
• Talking to colleagues with experience in the industry. 

 

https://en.wikipedia.org/wiki/Diagram
http://www.ftcsc.k12.in.us/
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCOzS5Lv1lsgCFcxcGgodsG0KKg&url=http://www.chesterfieldpolice.org/Org-Chart.aspx&psig=AFQjCNHa3hCFO8A45CtMQs_beCBJA7HBEQ&ust=1443433036910211
https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCKb1xJj6lsgCFUa1GgodxhUPzw&url=https://www.linkedin.com/pulse/20140910002710-5386308-surest-path-to-promotion&psig=AFQjCNFgeWU38bTXATBvtW740HiDnskhLw&ust=1443434354909269


3	
	

Organisational Values 
Every company has its own unique personality, just like people do. 
Organisational values or the ‘culture’ of an organisation is a system of 
shared assumptions, values, and beliefs, which governs how people behave 
within a business. These shared values have a strong influence on the people in 
the organisation and dictate how they dress, act, and perform their jobs. 
 

When organisations set values, they do so based on the ethics that they believe to be important. 
Ethics provide an indication of what is right and wrong and when a company operates in an ethical 
manner it can benefit the organisation, its staff and customers. For example, ethics will give a 
business a strong company image by promoting honesty and integrity, fair treatment and caring for 
society and the Environment as a whole.  
 
The values of an organisation are used to indicate the type of conduct: 

• Required by employees when carrying out the operations of the organisation. 
• That customers expect from the organisation. 

 
Organisational Values often cover the following areas: 
Compliance with legislation 
Employment of staff 
Customer Service 
Receiving gifts from suppliers and customers 
Discrimination in the workplace 
Employee integrity 
Employee privacy 
Quality standards of products and services 
Ethical values such as responsibility for wider society issues 
 
Examples 
Examples of values that might be set for an organisation: 
 
1. Employees will act with honesty and integrity when dealing with customers, suppliers, 
 government agencies and fellow employees. 
 
2. At all times employees will endeavour to act in such a way that others are treated with respect 
 and dignity. 
 
3. Employees will never directly or indirectly engage in theft, fraud or embezzlement. 
 
4. Company policy prohibits unlawful discrimination against employees or customers based on 
 their race, gender, religious or ethnic background. 
 
5. The organisation will observe all laws and regulations governing business activity. 
 
6. All staff will aim to achieve the company’s goals of promoting sustainability and environmental 
 awareness, including waste management, recycling and energy efficiency. 
 
7. Staff will be encouraged to actively engage in the business’s activities with local community 
 organisations in our region, particularly our employee chosen charities. 
 
 
 
 
 
 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCN-7mM-lmcgCFQI5GgodXUIO7w&url=http://www.thecrewcoach.com/resources/alison-s-blog-articles/190-using-values-to-add-value-to-your-teams.html&psig=AFQjCNEuAoavBFHhrLulYvxa7BRUAutSrQ&ust=1443514738240051
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Areas of Public Concern  
The Hospitality Industry is always changing, affected by things happening outside the 
organisation (external factors). Organisations need to be prepared to make changes to 
adapt to these external factors in order to continue successfully in business. 

It is important to remember that the Hospitality Industry relies on its customers. If the public are 
concerned about issues this may affect how your business operates. For example, if the cost of living 
rises, people may choose to eat out less or look for cheaper places to stay or eat. 

Examples of areas of public concern include: 

	 	 Technology   
     With the growth in use of computers, customers want faster and more efficient service. 
  Organisations can react to this by introducing technologies such as electronic key pads
  and online purchasing. 

	 	 The Economy    
			 	 When people have less money to spend, businesses can suffer. They can react by 
  tempting the customer with special offers for example, low cost lunch packages or 
  ‘Happy Hours’ 
 

	 	 The Law       
  New legislation is sometimes introduced for public protection, such as the growing issue 
  of allergies. Businesses have reacted by providing stricter controls in food production 
  and provision of information to the customer. 

	 	 The Environment        

   More and more people are becoming concerned about environmental issues such as 
  recycling, alternative energy and sustainability. Businesses have introduced  
  Environmental Policies, such as using recycled and environmentally friendly materials 
  and purchasing foods locally. 
   

	 	 Health  
  Many people are becoming more aware of health issues such as obesity, diet related 
  illness and the importance of a healthy lifestyle. Business can react by offering health 
  choices on their menu and promoting health in their marketing campaigns. 

							 	 War and Terrorism 
	 	 In recent times, the public has become concerned about potential terrorist attacks which 
  may affect their decisions to go out in high risk areas such as London. Businesses have 
  reacted by tightening security and reassuring customers of their safety. 
	

Health and Safety 
Compliance with Health and Safety and the protection of staff and customers is key 
component within any business. To ensure that safety is properly managed, 
organisations will very often designate a trained person to take responsibility for 
monitoring health and safety practices. This duty is allocated to the Health and Safety 
Representative (or Health and Safety Officer). 
	

 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCIPz2_qrmcgCFca0GgodJpwGNA&url=http://stonehousesummit.com/blog/shifting-public-opinion-climate-change-empirical-study-why-declining-concern-over-climate-chang&psig=AFQjCNGxCRp2JUCC5ahDVTvdRPS8jlyYeA&ust=1443516434966078
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCKLa3eutmcgCFQY8FAod1JsFYA&url=http://www.schoolbadgestore.co.uk/shield-badges&bvm=bv.103388427,d.d2s&psig=AFQjCNGfsCHD4w2cGlUpOrumbaoLHC0WmA&ust=1443516923929175
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The responsibilities of a Health and Safety Representative include: 

• Representing workers in talks with the employer, or the Health and Safety Executive (HSE), or 
other safety or environmental enforcement agencies. 

• Investigating complaints, possible hazards and dangerous incidents. 
• Carrying out regular inspections of the workplace. 
• Taking part in workplace risk assessments. 
• Speaking to the employer about hazards at work and other health and safety issues. 
• Planning and delivering training staff on Health and Safety matters and arranging drills. 
• Monitoring changes in working practices or procedures that could affect your health and 

safety. 
• Arranging use of qualified people to help the business comply with health and safety 

legislation. 
• Ensuring information on health and safety risks in the workplace is available. 
• Linking health and safety issues with new technology e.g. online training. 

Trade Unions 
A trade union is an organisation made up of and its membership must be made up mainly of workers. 
The overall aim of a trade union's main aims is to protect and advance the interests of its members in 
the workplace. 
Most trade unions are independent of any employer. However, trade unions try to develop close 
working relationships with employers. This can sometimes take the form of a partnership agreement 
between the employer and the trade union which identifies their common interests and objectives. 
 
You may need to consult your Trade unions to: 

• Negotiate agreements with employers on pay and conditions. 
• Discuss major changes to the workplace such as large scale redundancy. 
• Organise a representative to accompany you to a disciplinary or grievance 

meeting. 
• Seek legal or financial advice. 
• Seek guidance on education facilities consumer benefits such as discounted 

insurance. 
	
Contracts of Employment 

Employment contracts are legally binding and protect both the employer and 
employee. As soon as a firm offer of employment is made and accepted, the 
contract comes into effect. 
The legal parts of a contract are known as ‘terms’. 
	

Employees benefit from having a contract because they are a means of protecting their rights. For 
example, if you had absolutely no information about the enforceability of changes in salary, then your 
employer has the power to change your salary at any time. Your employer may change your 
compensation package, your commission structure, even your holiday time policy. Additionally, if not 
stated specifically in a contract, your employer can make you work more hours for the same amount 
of money. 
 
A contract is likely to include details of: 
 

• Names of the Parties 
• Start Date 
• Job Title and Description  
• Place of Work 
• Hours of Work  
• Probationary Period 

Salary  
• Expenses  

http://www.direct.gov.uk/en/Employment/TradeUnions/Tradeunionmembership/DG_10027544
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCO_4lsexmcgCFQhtFAodO7AMFA&url=http://www.iboa.ie/knowyourrights/yourrightsgb/tradeunionrepre.html&psig=AFQjCNEhmgAJEtqm_xDl2rMHNQyaOvpbCQ&ust=1443517929509217
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCO3Hu8O0mcgCFYJWFAodKNAGRA&url=http://www.stonehewermoss.co.uk/employment-law/breach-of-employment-contract/&psig=AFQjCNHKDbz2aASuYBCG5uCfr3E0LLybJQ&ust=1443518741929949
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• Holidays  
• Sickness & Disability  
• Pension  
• Notice 
• Grievance and Disciplinary Procedure 
• Retirement  

 
Many rights and responsibilities are outlined in a key pieces of legislation including The Employment 
Act 2008 and The Working Time Regulations 1998. 

 
 For example, The Working Time Regulations determine the maximum weekly 
working time, patterns of work and holidays, plus the daily and weekly rest periods. 
They also cover the health and working hours of night workers. The Regulations 
apply to both part-time or full-time workers, including the majority of agency 
workers and freelancers, although certain categories of workers are excluded. 

In general the Working Time Regulations provide rights to: 

• a limit of an average 48 hours a week on the hours a worker can be required to work, though 
individuals may choose to work longer by "opting out" 

• paid annual leave of 5.6 weeks' a year 

• 11 consecutive hours' rest in any 24-hour period 

• a 20-minute rest break if the working day is longer than six hours 

• one day off each week 

• a limit on the normal working hours of night workers to an average eight hours in any 24-hour 
period, and an entitlement for night workers to receive regular health assessments. 

There are special regulations for young workers, which restrict their working hours to 8 hours per day 
and 40 hours per week. The rest break is 30 minutes if their work lasts more than 4.5 hours. They are 
also entitled to two days off each week. 

Equality and Diversity  
All employers and employees have a responsibility for complying with Equality and Diversity 
legislation and should show a genuine commitment to fair treatment of workers and customers. The 
Equality Act 2010 outlines these requirements, which should also be supported by an organisation’s 
Equality and Diversity Policy.  
 
These help to ensure that everyone is treated fairly and respectfully with no discrimination, bullying or 
harassment. It does not mean everyone is the same but that every individual has the right to have an 
equal opportunity in society, no matter what their background and personal beliefs. It means that we 
must respect each other’s differences which may be because of: 
 

• Age 
• Disability or learning difficulty 
• Gender (male/female or transgender) 
• Race 
• Religion 
• Sexual orientation (e.g. gay) 

 
 
 
 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCMKGye25mcgCFcvsFAod548B4Q&url=http://eutopialaw.com/tag/andrew-smith/&psig=AFQjCNHTUPBmL9HKIK-18T8YvNmSsEAIgQ&ust=1443520158231650
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Responsibilities under the Equality Act 2010 
Every employee is individually responsible for her or his own behaviour.  

By law, individuals: 

• Must not cause offence or makes another individual feel unsafe or 
undignified and should not unjustly, unfairly or unlawfully prevent 
others from working effectively and happily within the organisation.  

• Take action by reporting any behaviour which they deem to be 
unfair, unjust or unlawful treatment, as detailed in Complaints or 
Grievance procedures. This includes any employee who witnesses 
another individual being treated in such a way. 

• Attend any training and read any relevant material provided  by 
their organisation on the topic in order to increase awareness of 
equality and diversity. 

 
Internal Rules, Standards and Codes of Practice 
These are the set standards that you must follow at all times when delivering customer service for 
example wearing a uniform, setting the table, greeting a seating. 

Procedures are important because they ensure that: 

• Customers receive the best quality service 
• Customers’ expectations are met or exceeded and they are happy 
• You avoid complaints and possible conflict with customers 
• You gain customers’ loyalty and build a good reputation 
• You comply with the law 
• All customers are treated equally and fairly 
• Staff are confident in what they have to do and can work as a team 

 

Examples of internal standards: 
 
Dress Code 

• All service staff must be clean, with attention to personal hygiene. 
• Staff will wear the company uniform whilst on duty which consists of a white 

shirt (long-	sleeve), black waistcoat  black skirt or trousers and flat black 
polished shoes (no high heels, platforms or fancy footwear. 

• Limited, discreet jewellery may be worn including a wrist watch, plain-band 
rings and stud earrings (no ‘dangling’ accessories). Staff will remove any 
visible piercings other than said ear studs. 

• Subtle make-up and perfumes may be worn (no bright lipstick shades, coloured 
nail polish or strong-smelling scents). 

  
Answering the Telephone 
   First impressions of your organisation are often created from the way customers 
   are treated when they call. It is therefore vital to provide a professional service at 
   all times.  
   It is the responsibility of all staff to answer telephone calls efficiently and politely 
   imparting accurate information. 

 
 

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCM6_jpXEqMgCFcK-FAod3gIPQA&url=https://www.live-recruitment.co.uk/5-benefits-of-teamwork-for-everyone-working-in-events/&bvm=bv.104317490,d.d2s&psig=AFQjCNG5voUcbJvvzWOljlMpWZLC58XQ7w&ust=1444038325472697
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCMLpqaDIqMgCFYs_FAod4u4HPQ&url=http://www.fabulousnorfolk.co.uk/foodsnob-the-victoria-holkham/&bvm=bv.104317490,d.d2s&psig=AFQjCNHNmG64-tKZBJlvJ9TdmYQlbIlEMg&ust=1444039397451899
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCOPo0KTMqMgCFUW6FAodNlUBPw&url=http://4vector.com/free-vector/secretary-answering-phone-clip-art-114357&psig=AFQjCNGbL_oU5zQuuxq1TSxQ0XZS7D06CQ&ust=1444040499422271
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You can make a good impression by following the standard telephone procedure. 
 
Example: 
 
1. Answer all telephone calls on or before the third ring. 
2. Greet the client with “Good morning/afternoon/evening, this is (name of organisation). How 
 can I help? 
3. Clarify the purpose of the phone call before putting the client on hold to ensure it is not an 
 emergency situation.   
4. Avoid using the word “problem” when discussing the reason for the call, instead use 
 terminology such as:  “how can we help you Mr. Jones” or “what is fluffy coming to see us 
 about today” or similar. 
5. Use the client’s name where possible. 
6. Take notes and ensure that all details are obtained correctly and are noted on the computer.  If 
 the person is not a current client, ensure all information regarding the client details and animal 
 details are confirmed.  If the person is a current client ensure all details are correct and up-to-
 date (you may wish to list details required here for your specific needs) 
7.  Always sound confident and professional.  If the question needs further expert advice, politely 
  ask the person to hold whilst you source the answer or transfer them. 
8. Do not leave the client on hold for more than 30 seconds. On returning to the phone call thank 
 them for waiting. 
9. Follow up all messages that you take.  It is your responsibility to ensure the relevant 
 person in your organisation receives any messages and follows them through. 
10. Follow up all client enquiries promptly.   
 
 
Keeping Your Manager Informed 
  Employees have a responsibility to inform their line manager of any requests they may 
  have, for example holiday, or about any changes to their circumstances, such as  
  pregnancy or personal details. 
 
   
Policies and procedures will outline the steps to take, for example:  
 
Booking Annual Leave 
 

All staff should: 
 

• Provide reasonable notice to the supervisor as soon as practicable of the desired period of 
annual leave. 

• Apply for annual leave (as soon as practicable) by submitting an application in writing using 
the Holiday Request Form. 

• Where the supervisor has failed to approve or decline the application within five days of 
receipt, refer the decision to the supervisor’s manager for consideration. 

 
Disciplinary Procedure 

This procedure is designed to help and encourage all employees to achieve and 
maintain standards of conduct, attendance and job performance. These company 
rules are normally outlined in the Terms and Conditions of Employment and 
apply to all employees. The aim is to ensure consistent and fair treatment for all 
in the organisation. 
 

 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPq6y-fwt8gCFcNUFAodJdcCRQ&url=http://www.genealogybeginner.com/wp-content/uploads/2008/01/&bvm=bv.104819420,d.d24&psig=AFQjCNGngzZjR78ujbw0yYyhxv7d3pJSRQ&ust=1444565702329299
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCLnq5Z7yt8gCFQEyFAodcNQDFg&url=http://hrheroes.co.uk/news/disciplinary-hearings-know/&bvm=bv.104819420,d.d24&psig=AFQjCNHG3mFulwXJIofJkXij12_JLFLsuQ&ust=1444566091103742
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Example Procedure 

Stage 1 - Improvement notice: unsatisfactory performance 
If performance does not meet acceptable standards the employee will be issued with an improvement notice. This will set 
out the performance problem, the improvement that is required, the timescale and any help that may be given.  

Stage 2 - First warning: misconduct 
If the conduct does not meet acceptable standards the employee will be issued with a written warning. This will set out 
the nature of the misconduct and the change in behaviour required. The warning will also inform the employee that a final 
written warning may be considered if there is no sustained satisfactory improvement or change.  

Stage 3: Final written warning 
If the offence is sufficiently serious, or there is a failure to improve during the currency of a prior warning for the same 
type of offence, a final written warning may be issued to the employee. This will give details of the complaint, the 
improvement required and the timescale. It will also warn that failure to improve may lead to action under Stage 4 
(dismissal or some other action short of dismissal), and will refer to the right of appeal.  

Stage 3 - Dismissal or other sanction 
If there is still a failure to improve the final step in the procedure may be dismissal or some other action short of dismissal 
such as demotion or disciplinary suspension or transfer (as allowed in the contract of employment). Dismissal decisions 
can only be taken by the appropriate senior manager, and the employee will be provided, as soon as reasonably 
practicable, with written reasons for dismissal, the date on which the employment will terminate, and the right of appeal. 
The decision will be confirmed in writing. 

Gross misconduct 
The following list provides examples of offences which are normally regarded as gross misconduct: 
1. Theft, fraud, deliberate falsification of records 
2. Fighting, assault on another person 
3. Deliberate damage to organisational property 
4. Serious incapability through alcohol or being under the influence of illegal drugs 
5. Serious negligence which causes unacceptable loss, damage or injury 
6. Serious act of insubordination 
7. Unauthorised entry to computer records. 
If you are accused of an act of gross misconduct, you may be suspended from work on full pay, normally for no more than 
five working days, while the alleged offence is investigated. If, on completion of the investigation and the full disciplinary 
procedure, the organisation is satisfied that gross misconduct has occurred, the result will normally be summary dismissal 
without notice or payment in lieu of notice. 

Appeals 
An employee who wishes to appeal against a disciplinary decision must do so within five working days. The senior 
manager will hear all appeals and his/her decision is final. At the appeal any disciplinary penalty imposed will be 
reviewed. 
 
Sources of Information 
  Employment Law and Terms and Condition of Employment can be confusing at times. If 
  you require information on these issues you should seek reliable advice: 
 
 
Internal sources of information and advice 

• Your line manager 
• Human Resources (HR) or Personnel departments within your organisation 
• Employee Handbook 
• Company Intranet 

 
External sources of information and advice 

• www.direct.gov.uk 
• The Advisory Conciliation and Advisory Service (ACAS) 
• The Citizen’s Advice Bureau (CAB) 
• www.bis.gov.uk 
• The Equality and Human Right Commission

	
	
	

	

http://www.direct.gov.uk
http://www.bis.gov.uk
https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCMCrh-6IusgCFcRIFAodNN4O6A&url=https://en.wikipedia.org/wiki/File:Information.png&psig=AFQjCNHOLMQLoDEiDg6zzvIojU8u_X46zQ&ust=1444640890918276
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