
Cambridge University Rugby Union Football Club (CURUFC)  
DISCIPLINARY RULES AND GRIEVANCE PROCEDURES 

 
1. Purpose 
 
(a) These Rules and procedures are intended to ensure that all CURUFC Employees are treated fairly and 

are aware of the procedures that will be followed in the event that they fail to achieve and maintain 
the standards of conduct and performance (including absenteeism) expected by the Employer. 

(b) Nothing in these Rules shall inhibit the Employer from discussing concerns or advising Employees as 
to their conduct or performance informally and without recourse to disciplinary procedures. 

(c)  These Rules and Procedures are noncontractual and do not apply to Employees during their 
Probationary period or during the first 12 months of their employment. 

 
2. Principles 
 
(a) Subject to the Rules concerning summary dismissal for gross misconduct, no disciplinary penalty will 

be imposed against an Employee until the matter has been fully investigated and until the Employee 
has been advised of the nature of the complaint against her/him and has been given the opportunity 
to state their  case in person with the assistance of a friend or colleague or Trade Union 
representative if they so wish before a decision is reached. 

(b) Subject to the Rules concerning summary dismissal for gross misconduct, at least three working days' 
notice shall be given in writing to the Employee of the nature and basis of the complaint (which sets 
out the Employee’s alleged conduct or characteristics or other circumstances which may lead to 
disciplinary action or dismissal being taken or contemplated) and of the date time and place of the 
disciplinary meeting.  This notice shall be sent to the Employee and inform the Employee of their 
right to attend the meeting with the assistance of a friend or colleague or Trade Union representative 
if they so wish.  The Employee must take all reasonable steps to attend the meeting. 

(c) Except in cases of gross misconduct, the Employee will not normally be dismissed for a first breach 
of discipline. 

(d) After the meeting the Employer shall inform the Employee of his decision and notify the Employee 
of the right to appeal against the decision if he is not satisfied with it (see 6 below).  Any such appeal 
must be requested by the Employee in writing within five working days of the notification of the 
decision.  The Employee will be invited to attend an appeal hearing and will be given at least three 
working days’ notice of the appeal hearing and shall be entitled to attend in person with the 
assistance of a friend, colleague or Trade Union representative if they so wish.  The Employee must 
take all reasonable steps to attend.   
 
The appeal hearing need not take place before the dismissal or disciplinary action takes effect.  After 
the hearing the Employer shall inform the Employee of his final decision.   

(e) When a warning given to an Employee is noted on their file the entry will include a statement of the 
period that shall have to elapse, without further misconduct or unsatisfactory performance taking 
place, after which the warning shall be disregarded.  The Employee shall be provided with a copy of 
the entry on their file. 

 
3. Procedure 
 

Stage 1 of Formal Procedure – Improvement note or First written warning 
 

There are two options during stage 1:  
 
An improvement note for unsatisfactory performance if the Employee's performance does not meet 
acceptable standards.  The Line Manager may consider the matter in accordance with paragraphs 
2(a) to (e) above and may then give the Employee an improvement note for unsatisfactory 



performance which informs the Employee that this is the first stage of a formal procedure and is 
equivalent to a first written warning.  

 
This improvement note shall inform the Employee of the performance problem and of any 
improvement or action required, the timescale, any help that may be given and advise them that this 
constitutes the first stage of the disciplinary procedure.  It shall also advise them of the possible 
consequences of any further unsatisfactory performance, that the improvement note will be kept on 
file for a stated period of time, (but then considered spent subject to achieving and sustaining 
satisfactory performance) and of their right of appeal.  A copy of the improvement note shall be 
placed in the Employee's file. 

 
Or 
 
A first warning for misconduct if conduct does not meet acceptable standards.  The Line Manager 
may consider the matter in accordance with paragraphs 2(a) to (e) above and may then give the 
Employee a written warning.  This warning shall inform the Employee of the complaint and any 
improvement or action required and advise them that this constitutes the first stage of the 
disciplinary procedure and that a final written warning may be considered if there is no sustained 
satisfactory improvement or change.   

 
The Employee will be informed that the warning will be kept on file for a stated period of time, but 
will be disregarded for disciplinary purposes at the end of the stated period.  The Employee will also 
be informed of their right of appeal. 

 
Stage 2 of Formal Procedure - Final Written Warning 

 
If further complaints about the Employee's performance or conduct arise, or in cases of very serious 
alleged misconduct, the Line Manager will consider the matter in accordance with paragraphs 2(a) 
to (e) above and may then give the Employee a final written warning. 

 
The warning shall inform the Employee of the complaint and of any improvement (including the 
timescale) or action required and advise them that this constitutes the second stage of the 
disciplinary procedure.  It shall also inform them of the possible consequences of any further 
misconduct or unsatisfactory performance (which may include dismissal) and of their right of appeal.  
A copy of the final written warning shall be placed in the Employee's file. 

  
Stage 3 - Dismissal 

 
If further complaints about the Employee's performance or conduct arise, the Line Manager will 
consider the matter in accordance with paragraphs 2(a) to (e) above and may then give the Employee 
notice of dismissal in writing.  This notice shall inform the Employee of the reasons for the dismissal, 
the date on which the employment will terminate and shall advise them of the right of appeal. 

 
The Employer may enter the disciplinary procedure at any stage of the process depending on the 
nature and/or severity of the misconduct and/or performance. 

 
4. Gross Misconduct 
 
(a)    Gross misconduct is misconduct so serious that it would justify dismissal without previous warnings 

and without notice.  Examples include:- 
 

• Theft or fraud 
• Wilful refusal to obey a lawful instruction 
• Serious neglect of duty 



• Bringing the Employer into serious disrepute 
• Causing loss, damage or injury through serious negligence 
• Disclosure of confidential information and/or working for a competitor during your employment 
• Serious incapability at work brought on by alcohol 
• Being under the influence of or in possession or introducing another to prohibited drugs 
• Making false claims as to qualifications, experience or previous employment 
• Removing Employer’s property without authority 
• Serious misuse of the Employer’s name 
• Stealing from the Employer or its employees or customers whether or not charged of an offence 
• Being convicted of an offence involving dishonesty or violence 
• Sexual offences 
• Sexual misconduct at work including harassment 
• Abuse of employees, customers or members of the public  
• Deliberately accessing internet sites containing pornographic, offensive or obscene material 
• A serious breach of the Health and Safety rules and procedures 
• Driving without the appropriate valid licence 
• Deliberate and serious damage to property 
• Unlawful discrimination 
• Using your mobile whilst driving 

 
These examples of gross misconduct are not exhaustive and there may be other offences of a similar 
gravity which would in the circumstances constitute gross misconduct. 

 
(b) Where gross misconduct is alleged the Line Manager will consider the matter in accordance with 

paragraphs 2(a) - (e) above and shall have the power summarily to terminate the employment of an 
Employee or to suspend the Employee from their duties with pay. 

 
5. Grievance Procedure 
 

If any employee has a grievance relating to their employment which they are unable to resolve 
informally, they should send a written form of complaint without reasonable delay following the 
occurrence of the grievance, to the Line Manager setting out the full circumstances of the grievance 
("a grievance complaint").   

 
As soon as reasonably practicable after receiving a grievance complaint and after a reasonable 
opportunity to consider the complaint the Line Manager shall:- 

 
(a) notify the complainant of the time and place they will consider the matter and invite the Employee 

to a meeting to discuss the complaint.  The Employee will be informed that they may be accompanied 
by a friend or a work colleague or Trade Union representative if they so wish.  The Complainant must 
take all reasonable steps to attend the meeting. 

  
(b) investigate the matter promptly but fully and where appropriate, obtain a written statement from 

witnesses. 
 

At the hearing of the complaint the Line Manager shall give the complainant the opportunity to state 
their case and hear any witnesses on behalf of the complainant.  After the Line Manager has heard 
the Employee's complaints they shall, as soon as reasonably practicable, inform the complainant, of 
their decision and notify the Employee of their rights of appeal against the decision if they are not 
satisfied with it (see 6 below) and what action, if any, they propose to take. 

 
Any such appeal must be requested by the Employee in writing within five working days of the 
notification of the decision.  The Employee will be given at least three working days’ notice of the 



appeal hearing and shall be entitled to attend in person with the assistance of a friend or a work 
colleague or Trade Union Representative if they so wish.  The Employee must take all reasonable 
steps to attend.  After the hearing the Employer shall inform the Employee of his final decision. 

 
6. Appeal Procedure 
 
(a)    Any appeal against a disciplinary or grievance decision must be lodged with the Executive Secretary 

in writing (the “Statement of Appeal”) within five working days of the notification of the decision.  
The Appeal will either be heard by the Executive Secretary or a person or persons appointed by the 
Executive Secretary (“Appointee”) who is / are impartial and has/ have not previously been involved 
who will decide the case. 

 
(b) A statement of appeal must specify the nature of the appeal and the grounds for it. 
 
(c) The Executive Secretary or the said Appointee(s) shall carry out such investigations as they see fit as 

soon as reasonably practicable.  The Employee will be invited to attend an appeal hearing and will be 
given at least three working days’ notice of the appeal hearing. The complainant will be notified of 
the time and place he (they) will hear the appeal and advise the complainant that he may be 
accompanied by a friend or a work colleague or Trade Union representative if they so wish.  The 
Employee must take all reasonable steps to attend.  The Appeal hearing need not take place before 
the dismissal or disciplinary action takes effect. 

 
(d) After giving the complainant an opportunity to re-state their case the Executive Secretary or the said 

Appointee(s) shall have power to adjudicate upon the matter in such matter as they see fit.  After the 
hearing the Executive Secretary or the said Appointee(s) will inform the Employee of the outcome of 
the Appeal and that their decision is final. 

 
7. Concurrent Grievance and Disciplinary/Dismissal Procedures 
 
(a) In situations where the disciplinary/dismissal procedure has commenced and the grievance 

procedure has also commenced, the Employer reserves the right to adjourn the disciplinary/dismissal 
hearing until the grievance has been dealt with.  If the Employer believes that both can be dealt with 
at the same time they will inform the Employee accordingly.  


