[This Guidance Note is effective as from

1 September 2008]

Guidance Note ER1
Code of Conduct

Disciplinary Rules and Procedure

1. Introduction

This policy outlines the Code of Conduct (general standards of behaviour and rules) and Disciplinary Rules and Procedures (‘The Policy’) applicable to London Borough of Sutton (LBS) employees and is designed to ensure a fair and consistent treatment of individuals. It supersedes:

-     ER 19 – Employee General Standards of Behaviour and 

      Disciplinary Rules.

·  Central Personnel Practice Note No.5 – Disciplinary Procedure. 

(the ‘Code of Conduct for Employees’ booklet issued by Human Resources in July 1996 still applies and will be reviewed in the light of future recommendations by the Government)


The Policy applies to all employees (other than those in schools and colleges with devolved budgets). Care must be taken not to discriminate on the grounds of race, gender, sexual orientation, age, or disability or any other group set out in LBS Equality and Diversity Policy and any legal obligations.

It is important that you read and understand this document. If you are not sure about any part of it, you should ask your manager, who will be happy to provide the necessary clarification. 


LBS expects its employees to behave in an acceptable manner whilst at work. This document sets out the procedures that are to be followed if unacceptable behaviour and/or an alleged breach of the rules and/ or standards of conduct occurs.  In general misconduct is a wilful or intentional action, however on occasions a serious omission may render an employee liable to disciplinary action. 

The aim of this policy is to help maintain and improve the standards 

of behaviour and conduct of LBS employees and, if a breach 
occurs, encourage an employee whose conduct is unsatisfactory to 
improve, where possible. However employees should be aware that 
repeated and/or serious breaches of this policy could result in dismissal. 
This procedure deals with misconduct and should not be confused with capability that is primarily concerned with a lack of knowledge, skills and aptitude, and is covered under a separate procedure – PM 2 Capability and Work Performance (see Personnel Handbook).


The document encompasses the following main principles in terms of an employee’s conduct and standards of behaviour: -

It is important that you give a good impression of yourself and Sutton Council by:

· Giving the public the highest possible standards of service; 

· Maintaining  the good reputation of the Council; 

· Behaving  honestly; and

· Following policies and procedures.


The Policy complies with the legal requirement for the London Borough of Sutton to have disciplinary procedures, and meets the minimum procedure outlined in the Employment Act 2002 for dismissing or taking disciplinary action against an employee. In some respects it may exceed the minimum requirement.














The Policy cannot cover every area of working life but can help everyone to understand the main standards that affect our work. It does not act as a definitive or exhaustive set of rules.


The Policy has been agreed with the Employee Side (formed of Unison and GMB representatives).
2. 
General Standards of Behaviour and Rules
2.1 
You are expected to follow the Council’s constitution at all times, and all corporate and group policies, standing orders, codes of practice, legitimate work place instructions and any other legitimate standards notified by management. 

2.2 Customer care is very important. You are expected to be polite, 

helpful, constructive and professional to the public either on the 

telephone, in writing, (including email), or face-to-face. 

2.3 
It is important that you work constructively to have good working 

relationships with your manager and colleagues.  
2.4
You are expected to adopt safe working practices and adhere to the requirements of the Council’s health and safety at work policy.

2.5
You have a right to be treated with dignity at work. You are also expected to behave respectfully to your colleagues and other employees. You are expected to help other employees if they need information, advice or services.  

3.  
Behaviour Outside Work
In general this document does not cover an individual’s behaviour outside work, however occasionally there can be exceptions that may warrant starting the disciplinary procedure.  Employees are reminded that they are expected to keep within the law during their employment at all times.

Examples are outlined below:

3.1
Criminal charges or convictions

Whilst being charged with, or convicted of, a criminal offence is not in itself a reason for disciplinary action, there are circumstances in which the matter may warrant starting the disciplinary procedure, as follows:-

3.1.1 Failure to notify your line manager at the earliest opportunity of criminal proceedings and/or of being convicted of a criminal offence that may seriously affect an employee’s suitability for their job.

3.1.2 Being subject to criminal proceedings and/or being convicted of a criminal offence that may seriously affect an employee’s suitability for their job (unless under the terms of the Rehabilitation of Offenders Act 1974 the conviction is spent)

Note:

a)
This could also include driving offences where your driving licence may be endorsed and where your job requires you to drive, or where you may be convicted of an offence affecting your employment. For example if you were charged with theft and your job involved dealing with money, or charged with an assault and your job involved working with vulnerable clients. 

b) 
It is not necessary for an employer to wait for the outcome of a prosecution before taking disciplinary action

3.2 Behaviour, outside work that damages the image and/or reputation of the Council, or brings it into serious disrepute (this does not affect an employee’s human rights).

3.3 Membership of an organisation that leads an employee to behave in a way that seriously and adversely affects the way in which they carry out their work and represents a conflict of interest (this does not affect an employee’s human rights).

4.
Examples of Misconduct
The Advisory Conciliation and Arbitration Service (ACAS) recommend that examples of misconduct are spelled out. The following list provides examples of offences that could constitute a disciplinary offence. The list is illustrative and is not exhaustive:-

4.1
Fighting/physical violence (please refer to Guidance Note HS1 - Violence at Work, for further information).

4.2
Conduct likely to cause harm or offence to a customer, member of the public or work colleague

4.3
Unauthorised absence, including lateness or poor timekeeping

4.4
Misuse of the Council’s facilities/property or name, including money and misuse of telephones.

4.5
Foul or abusive language

4.6
Stealing. For example:

a)
You must not steal anything belonging to our tenants, service users, employees, councillors or anyone who you come into contact with in your work. This would include their money, property, equipment and investments. 

b)
It also includes short-term loans of property or equipment, for example, taking or using Sutton Council’s vehicles for private use without permission, or dishonest falsification of your flexi time records. Additionally using the Sutton telephone network for making phone calls outside the United Kingdom without the permission of your manager (unless it is business connected) or making phone calls to any premium-rate line (including chat lines).

4.7
Dishonesty, including knowingly making a false, misleading or 

inaccurate oral or written statement in respect of official business.

4.8
Failure to follow a reasonable management instruction

4.9
Failure to follow Council policies and/or standards including 

breaches of the Code of Conduct, Disciplinary Rules and Procedures, Standing Orders, Financial Regulations, Computer Security Policy, Health and Safety Policy, Guidance and Instructions, Equal Opportunities and Harassment and Bullying Policy.

4.10
Unlawful discrimination or harassment

4.11
Failure to seek your manager’s permission to undertake additional employment (Sutton Council recognises that you can have other employment, but this must not impinge on your employment with Sutton and/or result in a conflict of interest). 

4.12
Conducting non-Council business in work time (where it is essential, and reasonable that you do so, you must obtain your manager’s permission).

4.13 Using confidential information dishonestly or improperly. 

Note: 

(a) 
the particular circumstances and consequences of the breach and whether it is wilful or not, will be taken into account when determining if it is misconduct.

(b) 
breaches of confidence may be subject to the Public Interest (Disclosure) Act 1998. 

-    Employees in jobs where sharing of information protocols with     

      partners exist e.g. those covered by the Caldicott principles, 

      must be aware of the relevant protocols and guidelines and 

      comply with them.

4.14
Sexual offences or sexual misconduct at work. 

4.15
Failure to carry out your duties, which may seriously affect Sutton Council or the people who use our services (if there is anything about your job that is unclear to you, you should ask your manager for advice). 

4.16
Contravention of Sutton’s Alcohol and Drugs Misuse at Work policy and procedure – ER11 (this includes the rule that if you drive, use machinery, work with clients or the public, then you must ensure that you are fit for work and able to perform your duties unimpaired by alcohol or drugs).

4.17
Corrupt behaviour or other improper practice including using or attempting to use your official position for your own or another person’s personal gain such as:-

a)      asking for, or accepting:

i.     Bribes;

ii.    Money;

iii.   Favours; 

iv.   Gifts or hospitality (in contravention of Sutton Council’s

      Audit Guidance Note Number 2) 

      or 

b)
supplying, dealing with or influencing a service or benefit to a friend, partner, associate or relative. 

4.18
Making an unauthorised change or falsification, to any record or 

document, or removing it, or carrying out an unauthorised and 

wilful destruction of an official record or document.

4.19 Falsifying information used in support of an application for a post, including failure to disclose any convictions Note: Under the terms of the Rehabilitation of Offenders Act 1974 certain convictions that are ‘spent’ may be exempted from disclosure.

4.20 Failure to declare a close relationship with a Councillor or any senior officer of the Council that would influence the recruitment process.

4.21 Misuse of the Council’s email system (see Council’s Computer Security Policy).

4.22 Victimisation or harassment of witnesses during a formal investigation.

4.23 Contravention of the Council’s Smoke Free Policy (See ER 9 – Smoke Free Policy). 

(For examples of Gross Misconduct please see paragraph 11 and 
 Appendix A)
5.
Preliminary Stage
Cases of minor misconduct may be dealt with informally at the discretion of the manager, who will need to seek advice from Human Resources, and depending on the particular circumstances of the case.
 

Minor misconduct can be dealt with by giving an informal oral warning giving the reason and the improvement needed.  This may be done by talking to the employee but it must be made clear that it is being undertaken under the informal stage of the disciplinary procedure.
 

5.1       If such action does not bring about an improvement as instructed, the manager may consider giving clear written instructions to the employee describing the standard of behaviour expected. 
 
 

5.2       An incident must be promptly investigated and documented under the informal procedure outlined at paragraph 5.1 above. The employee will be fully informed of the allegation against them and given an opportunity to respond.
 

5.3 An employee may be accompanied if they wish, by a trade union official or trade union representative or by another work colleague at the informal stage under paragraph 5.1
 
5.4       The manager will keep a copy of the written instruction for their reference and oversight in the future.
 
Should the employee commit another breach of conduct (for whatever reason) formal disciplinary action may be undertaken providing the matter in the written instruction remains current and relevant.
6.
Formal Stage
Preliminary Investigation

6.1 When an alleged disciplinary matter of a more serious nature

arises, or an informal disciplinary procedure has been exhausted, a preliminary  investigation must normally be undertaken at the earliest opportunity. 
6.2 
Management will appoint an investigating officer to gather the facts and take statements from witnesses, as appropriate. The employee will be given the opportunity to provide a statement. Every effort must be made to ensure that all statements are signed and dated, wherever possible.  Witnesses will be expected to confirm their evidence at a hearing if required to do so.

6.3 
A preliminary investigation does not constitute disciplinary action in itself, but is designed to provide management with information on an allegation of misconduct as to whether or not there are grounds for disciplinary proceedings to be progressed.

6.4
An employee whose conduct is under investigation has the right to be represented by a trade union official or trade union representative or another work colleague. 
7.
Suspension
7.1
In cases where there are allegations of gross or very serious misconduct and/or attendance at work would be likely to be prejudicial to the satisfactory operation of the department, the employee may be suspended from duty on full pay (see Management guidance for calculation of full pay), pending the outcome of the investigation. 

7.1.1 Suspension is not a form of disciplinary action, nor does it represent any prejudgment of the outcome.

7.2
The decision to suspend will normally be informed verbally and it will be confirmed in writing to the employee within 3 working days by at least an Executive Head of Service stating: -

The reason(s) for suspension; that the employee is advised to consult their trade union representative, as appropriate, and that the matter will be dealt with as quickly as possible.

7.3
In exceptional circumstances management may consider suspension           without pay. This should be discussed first with HR.

7.4     In certain circumstances, it may be possible for management to

          consider temporarily redeploying the employee to other duties as an   

          alternative option to suspension without loss of full pay. 

7.5
If during the course of an investigation an individual is suspended 

        
from duty and wishes to contact an employee to carry out their own       

investigation, they must seek the prior approval of their Line Manager before making contact.

7.6 
Victimisation of witnesses will constitute a disciplinary offence

7.7
Where the alleged misconduct involves a potential criminal matter,  

      
suspension may be considered. This will not necessarily mean that an 

       
internal investigation is delayed until the outcome of a prosecution is  

known.       

7.8
An Executive Head of Service will review every 28 days the employee’s suspension from duty and make a decision whether it will continue or not.  In the event of the Executive Head of Service being involved in the investigation, the review will be conducted by the Strategic Director.

7.9    
 In the event that a Trade Union representative is suspended (see 

paragraph 7.1.1 above), the full -time official of the Union concerned and the Lead Councillor for Human Resources will be informed by the relevant Group Head of Human Resources or their representative.
8. 
Disciplinary Hearing
8.1 
If following a preliminary investigation it is decided to proceed with a formal Disciplinary Hearing, it will be arranged as soon as possible. The employee will be informed in writing before the hearing of:-

· the disciplinary charge(s)

· the time and place of the hearing (a minimum of 48 hours notice will be given to an employee of the hearing)

· who will be present, including any witnesses (statements of evidence to be confirmed by witnesses must be provided by either side at least 48 hours before the date of hearing)

· should either party seek to submit a statement of evidence after 48 hours before the date of hearing, the Chair of the hearing should consider, whether or not, exceptionally to admit it as evidence taking account of the reasons for the late submission.

8.2 An employee may be accompanied by a trade union official or trade      union representative or by another work colleague.

8.3
The Hearing will be chaired by a manager more senior to the employee against whom the case has been taken (see table in paragraph 9), and allegations will be put with any supporting evidence to the employee. The Chair will be supported by a Human Resources Advisor. The employee must be given every opportunity to state their case using supporting evidence, including witnesses if required. If more time is needed to consider the matter or further investigation necessary, the hearing should be adjourned and resumed later.

8.4
The Chair of the Hearing will come to a decision in terms of what is fair, reasonable and practicable in all the circumstances. 

8.5
If the charge(s) are upheld, the Chair will need to determine the

appropriate penalty considering the seriousness of the offence and any other factors including any extenuating circumstances and/or mitigation put forward by the employee or their representative.

8.6 The Chair must write to the employee within 5 working days of 

the date of the Hearing (unless otherwise agreed between both parties and/or if additional time is required to consider any other factors) with the outcome and stating the time limits for an appeal.

9. 
Disciplinary Penalties
The range of penalties available to the Chair of the Hearing is outlined below.

Note a: 
A written warning may also be accompanied by a disciplinary measure related to the offence. (e.g. written warning plus training/counselling or repayment of monies in the case of damage to property)

Note b: 
Exceptionally the effective duration of a warning may be extended should the Chair feel that the employee’s behaviour warrants a longer period for the warning to run up to a maximum of 2 years.

	Penalty


	Authorised by

	1st Written Warning
	Manager Chairing the Hearing

	Intermediate Written Warning
	Manager Chairing the Hearing

	Final Written Warning
	Manager Chairing the Hearing

	Dismissal after Final Written Warning
	Manager Chairing the Hearing of at least Executive Head of Service 

	Action short of Dismissal
	Manager Chairing the Hearing of at least Executive Head of Service

	Summary Dismissal without pay or notice or pay in lieu of notice
	Manager Chairing the Hearing of at least Executive Head of Service


9.1
First Written Warning

If it is decided that an Employee's conduct has fallen short of the acceptable standards, a first formal written warning will normally be issued. The employee will be advised of the reason for the warning, that it is the first stage in the formal disciplinary procedure and of their right of appeal. 

First level written warnings will apply from the date of the hearing and will expire after 12 months from the date of the letter confirming the outcome of the hearing unless there has been a recurrence of misconduct during the period (please see Note b above)

9.2
Intermediate Written Warning

If another offence occurs, or if, on a first offence, a more serious offence occurs for which the penalty of Final Warning is considered too severe, an intermediate written warning will normally be given. 

Intermediate written warnings will apply from the date of the hearing and will expire after 12 months from the date of the letter confirming the outcome of the hearing unless there has been a recurrence of misconduct during the period (please see Note b above).

9.3
Final Written Warning

For serious misconduct as a first offence or for further acts of misconduct after either a first or intermediate written disciplinary warning, a final level written warning may be issued. 

Final written warnings will apply from the date of the hearing and will expire after 24 months from the date of the letter confirming the outcome of the hearing (please see Note b above).
9.4
Dismissal after a final warning

Where a further offence occurs after a final warning, dismissal will be considered as a last resort. 

Dismissal will normally be with notice, except where gross misconduct is found (see paragraph 11 below). A penalty of dismissal will normally be implemented effective from the date of the Disciplinary Hearing.

10. 
Action Short of Dismissal
Should it be decided that there is a case for formal action that falls short of dismissal, consideration may be given to disciplinary action including disciplinary transfer or demotion, as follows:-

· Disciplinary transfer – the employee may be redeployed to a another post on similar terms and conditions with their written  agreement

· Demotion – the employee may be demoted to a lower grade on the terms and conditions (and status/seniority as appropriate) applicable to the lower graded post

Penalties, which can be used in conjunction with a final warning, will apply from the appropriate date. Penalties will remain effective for a period of up to 24 months. 
11.
Gross Misconduct and Summary Dismissal without Pay or Notice or Pay in lieu of Notice

Where the gravity of an offence is sufficiently serious, it may render an employee liable to summary dismissal without pay or notice or pay in lieu of notice, even for a first offence. Gross misconduct is defined as conduct serious enough to constitute a fundamental breach of contract, for which there is no alternative but to dismiss – examples of offences that may constitute gross misconduct and hence may warrant summary dismissal without pay or pay in lieu of notice, are attached at Appendix A.

12. 
Appeals


Employees wishing to appeal against a formal disciplinary penalty must do so in writing stating clearly the grounds of their appeal within 10 working days (unless otherwise stated) of receipt of the letter informing them of the outcome of the Disciplinary Hearing. Appeals will be arranged at the earliest opportunity and the employee will be informed of the outcome of an appeal hearing within 5 working days of the appeal hearing (unless otherwise agreed between both parties and/or if additional time is required to consider any other factors).

12.1 Against Warnings/ Action Short of Dismissal

12.1.1
An employee may appeal by writing to their Group Head of Human Resources  stating the grounds for the appeal.

12.1.2
The appeal will be organised by the relevant Group Human Resources Team and be heard by:

First, Intermediate, Final   At least an Executive Head of Service                                                                         
Level Written Warnings  
normally within appellants Group 

assisted by a Human Resources Adviser *

Action Short of Dismissal Director normally within appellants Group 

assisted by a Human Resources Adviser*

–* Neither should have been directly involved in Disciplinary  

    proceedings in connection with the current case. 

12.1.3
The employee will be informed of the Appeal Hearing members prior to the appeal and of the date and venue of the hearing.

12.1.4
The Appeal Hearing may uphold or reject the appeal, or substitute another penalty at a lower level.
12.1.5
If the appeal is upheld, all papers relating to the disciplinary 

               case will be removed from the employee’s personnel file.

12.2

Against Dismissal:

12.2.1
An employee may appeal against a dismissal by writing to the Executive Head of Human Resources, giving the grounds for appeal (Appendix B).

12.2.2
The appeal will be heard by the Council Appeals Committee and advised by the Executive Head of HR or their nominated representative who should not have been involved in previous Disciplinary proceedings in connection with the current case. 

12.2.3 In the event that the appeal against dismissal is upheld without             another penalty being substituted (for example one of the penalties described in “Action Short of Dismissal” above), the employee will be reinstated. Reinstatement will be, wherever practicable, to the job from which the employee was dismissed and on the same terms and conditions. In the event of reinstatement, any normal pay owing from the date of dismissal to the date of reinstatement will be restored accordingly. 

12.2.4 Should the decision be to substitute a lesser penalty other than 

dismissal, the following may be included within the Appeal Committee’s consideration, taking account of their appropriateness and practicability:

· if the decision were to be to implement a penalty of disciplinary transfer instead, the employee may be re-engaged to a different post on similar terms and conditions with their agreement

Or

· another option could be for the individual to be reemployed on different terms and conditions, which might include demotion (with change to grade/terms and conditions and seniority /status as appropriate)

Or 

· another lesser penalty

Should the penalty of dismissal be substituted with a penalty involving a reduction in pay, any pay during this period will be adjusted accordingly.


In the case of an alternative penalty to dismissal being substituted, service will be regarded as retrospectively continuous. 

12.2.5
If an appeal is upheld without a lesser penalty being applied, all papers relating to the disciplinary case will be removed from the employee’s personnel file.

13. 
Review of Policy and Procedure

This policy and procedure will be reviewed as required in the light of developments in employment legislation, case law or industrial relations practice and, if necessary, revised in consultation with the trade unions in order to ensure its continuing relevance and effectiveness. This policy replaces previous policy/ies as stated.

14. 

Queries

Any queries about the policy and procedure should be addressed to your line manager or Group Human Resources team in the first instance.

Human Resources  
September 2008
         APPENDIX A
Examples of Gross Misconduct

Definition 

Offences normally constituting gross misconduct are those considered grave enough that it is justified in no longer continuing employment. 

Examples can include but are not exclusively limited to: 

-  Serious breaches of standing orders, financial regulations, Computer 

   Security Policy, and or any other Council policies and standards.

-  Serious sexual offences or sexual misconduct at work. 

-  Serious breaches of our equal opportunities or harassment and

   bullying policy .

-  Repeated and significant failure to follow a legitimate and reasonable 

   management instruction.

-  Fighting/Physical assault

-  Deliberately accessing the content of internet sites that contain, or  

   distributing electronically, material of a pornographic, offensive or 

   Obscene nature

-  Causing loss, potentially serious loss, damage or injury through

   serious negligence (including malicious damage to Council property)

-  Physical violence or bullying

-  Deliberate and serious damage to property

-  Serious contravention of Sutton’s Alcohol and Drugs Misuse at Work policy 

-  Unlawful discrimination or harassment

-  Theft or Fraud (including unauthorised removal of Council property)

-  Offences of dishonesty such as falsification of time sheets, expense

   claims.

-  Corruptly soliciting or receiving any benefit or advantage from any 

    individual or body with whom the Council has dealings.

-  Bringing the organisation into serious disrepute

-  Maltreatment of persons in care or whose personal welfare is otherwise the    

   responsibility of the Council.

-  A serious breach of health and safety rules

-  A serious breach of confidentiality

	
	                                                                                               APPENDIX B

 

	procedure for hearings of appeals against dismissal


	1.
	The appeal will be heard by the Council Appeals Committee and advised by the Executive Head of Human Resources or their nominated representative who should have not been involved in previous Disciplinary proceedings in connection with the current case. 



	2.
	An initial ‘directions hearing/agenda planning meeting’ will be arranged to work out with both Parties the appeal hearing arrangements.  If there is any new information that would necessitate calling witnesses, together with dealing with any substantive procedural issues or disputes, it will be discussed within this meeting. 

The directions hearing/agenda planning meeting would consist of the chair of the Appeals Committee, a representative of the Executive Head of Human Resources, the committee manager, the appellant (and representative) and the management representative (and adviser, if appropriate).  The directions hearing/agenda planning meeting would facilitate the resolution of procedural issues between the two parties, as well as identifying any witnesses to be called, and length of likely presentation of the cases.

The directions hearing/agenda planning meeting would be time limited to no more than 1 hour for each party.



	3.
	The Appellant will be given notice in writing at least 10 working days in advance of the time and place of the Appeal hearing. They may be accompanied by a trade union official or trade union representative or a work colleague. Copies of any relevant new documents will be made available 48 hours in advance of the hearing though exceptionally could be submitted later, but prior to the hearing, on application to the Chair and at their discretion.



	4.
	At the commencement of the hearing, both sides will be given the opportunity to make a brief opening position statement.



	5.
	The Council’s representative will put the case as to why the Appellant was dismissed in the presence of the Appellant (and their representative who may be a trade union official or trade union representative or a work colleague).




	6.
	The Appellant (or their representative) will have the opportunity to ask questions of the Council’s representative and any witnesses whom he may call (as agreed at the agenda planning/directions hearing).  The contents of any written statement submitted as evidence where witnesses are not present will be open to challenge by the Appellant (or their representative).



	7.
	The members of the Appeals Committee will have the opportunity to ask questions of the Council’s representative and their witnesses. 



	8.
	The Appellant (or their representative) will put their case forward in the presence of the Council’s representative and call such witnesses as agreed at the directions hearing.



	9.
	The Council’s representative will have the opportunity to ask questions of the Appellant and their witnesses.  The contents of any written statement submitted as evidence where witnesses are not present will be open to challenge by the Council’s representative.



	10.
	The Committee will have the opportunity to ask questions of the Appellant and their witnesses.



	11.
	The Council’s representative and the Appellant (or their trade union representative) will have the opportunity to sum up their case if they so wish.



	12.
	The Council’s representative and the Appellant and their representative will withdraw.



	13.
	The Committee and the member of Human Resources advising the Committee will deliberate in private, only recalling the Council’s representative and the Appellant to clear points of uncertainty.  If recall is necessary both parties are to return. If the Committee decide that any information requires further investigation, they may adjourn the hearing.



	14.
	The Committee may uphold the appeal, reject the appeal, or substitute another penalty. If the appeal against dismissal is upheld without another penalty being substituted, the employee will be reinstated to their old post wherever practicable. Also see para 12.2.4 in the policy statement above.


	15.
	The Committee will confirm their decision in writing within five working days. (unless otherwise agreed between both parties and/or if additional time is required to consider any other factors).
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