
Disciplinary Procedures 
 
1 Purpose 
The Centre’s aim is to encourage improvement in individual conduct or performance. This procedure 
sets out the action which will be taken when disciplinary rules are breached. 
 
2 Principles 
The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues 
no disciplinary action will be taken until the matter has been fully investigated. At every stage trainees 
will be informed in writing of what is alleged and have the opportunity to state their case at a disciplinary 
meeting, and have the right to appeal against any disciplinary penalty. 
 
3 Procedure 
 
Stage 1 
If conduct or performance is unsatisfactory the trainee will be given a written warning or performance 
note such warnings will be recorded but disregarded after 6 months of satisfactory service the employee 
will also be informed that a final written warning may be considered if there is no sustained satisfactory 
improvement or change where the first offence is sufficiently serious for example because it is having or 
is likely to have a serious harmful effect on the organisation it's may be justifiable to move directly to a 
final written warning. 
 
Stage 2 
If the offence is serious or there is no improvement in standards or a further offence or similar offences 
are evidenced, a final written warning will be given which will include the reason for the warning and a 
note that if no improvement results within one month action at stage 3 will be taken. 
 
Stage 3 
If following the previous two stages, the conduct or performance has failed to improve, the trainee will be 
subject to expulsion and will be withdrawn from the course.  
 
Gross misconduct 
If after investigation it is considered that a trainee has acted in an unethical, dangerous or unprofessional 
way, such that: 
 
a: The reputation of the counselling profession, or the Centre is significantly damaged 
b: The safety of colleagues, clients and/or peers are at significant risk of harm (physical, mental or 
emotional) 
 
...then the normal consequence will be expulsion without notice. 
 
Whilst this is being investigated, the trainee will be suspended. In this instance, their placement and 
supervisor will be informed in line with the placement agreement.  
 
Appeals 
A trainee who wishes to appeal against any disciplinary decision, must do so in writing to the principal 
within 5 working days. The appeal will be handled as impartially as possible. 


