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Disciplinary Policy & Procedure 

Boske Road Transport (BRT) recognises its responsibility to provide a safe and healthy working 
environment for all employees, contractors, customers and the public. 

BRT is committed to ensuring that the people that represent Boske Road Transport are providing 
their customers and each other with respect and fairness.  This Policy (& Procedure) outlines how 
Boske Road Transport will manage the diminished performance of its representatives in line with 
business and safety expectations and legal compliance requirements to provide uniformity 
throughout the company.  In doing so, BRT will be able to demonstrate to its customers, authorities 
and other stakeholders its professional approach to managing behaviour, compliance and safety.   
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PURPOSE 

This policy sets standards of performance and behaviour expected by Boske Road Transport (BRT), 
with the procedure to be followed in the event of disciplinary issues.  The policy aims to help 
promote fairness and order in the treatment of individuals.  It is BRT’s aim that the rules and 
procedures should emphasise and encourage improvement in the conduct of individuals where they 
are failing to meet the required standards, and not be seen merely as a means of punishment.  We 
reserve the right to amend this policy and procedure where appropriate. 

 

SCOPE 

This Policy applies to all people engaged by Boske Road Transport of their role (including paid staff, 
casual and fixed term employees, employees working after hours and employees on call), Managers, 
subcontractors, contractors (and their employees), contract carriers (including linehaul service 
providers), contractors and their employees, agency hire personnel, and visitors at Boske Road 
Transport workplaces.   

 

DISCIPLINARY RULES 

It is not practicable to specify all disciplinary rules or offences that may result in disciplinary action, 
as they may vary depending on the nature of the work.  In addition to the specific examples of 
unsatisfactory conduct, misconduct and serious misconduct shown in this policy, a breach of other 
specific conditions, procedures and practices set out elsewhere in Boske Road Transport’s: policies; 
procedures; standard operating procedures; contractor agreements; health & safety handbook; 
confidentiality agreement; and employee handbook (where applicable), or have otherwise been 
made known to you, will also result in this procedure being used to deal with such matters. 

 

RULES COVERING UNSATISFACTORY CONDUCT AND MISCONDUCT 

You will be liable to disciplinary action if you are found to have acted in any of the following ways: 

• Failure to abide by Boske Road Transport’s health & safety policies and procedures and your 
general health and safety responsibilities; 

• Actions which could threaten the health & safety of yourself, your colleagues or others;  

• Public customer complaints;  

• Persistent absenteeism and/ or lateness;  

• Unsatisfactory standards or output of work;  

• Rudeness towards customer, members of the public or your co-workers, objectionable or 
insulting behaviour, harassment, bullying or language; 

• Failure to devote the whole of your time, attention and abilities to BRT and its affairs whilst 
engaged for work with the company;  

• Unauthorised use of email, internet and/ or social media;  

• Failure to carry out all reasonable instructions or follow Boske Road Transport’s rules and 
procedures;  

• Use of BRT’s vehicles without approval or the private use of the commercial vehicles without 
authorisation;  

• Failure to report any incident whilst driving BRT’s vehicles, whether or not personal injury or 
vehicle damage occurs; 

• If your work involves driving, failure to immediately report any type of driving conviction, or 
any summons which may lead to your conviction; 
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• Failure to immediately report any conviction, or any summons which may lead to your 
conviction at any time whilst engaged by Boske Road Transport;  

• Carrying unauthorised goods or passengers in the commercial vehicles whilst engaged for 
work with Boske Road Transport;  

• Using Boske Road Transport’s vehicles for personal gain;  

• Loss of driving licence where driving on public roads forms an essential part of the duties of 
the role;  

• Unauthorised use or negligent damage or loss of BRT’s property; and  

• Failure to report immediately any damage to property or premises caused by you. 

This list is not exhaustive. 

 

SERIOUS MISCONDUCT 

Occurrences of serious misconduct are significant because the penalty may be termination without 
notice, even without any previous warning being issued.  It is not possible to provide an exhaustive 
list of examples of serious misconduct.  However, any behaviour or negligence resulting in a 
fundamental breach of your contractual terms that irrevocably destroys the trust and confidence 
necessary to continue the working relationship will constitute serious misconduct.  Examples and 
offences that will normally considered to be serious misconduct include serious instances of: 

• Theft or fraud;  

• Physical violence or bullying;  

• Deliberate damage to property;  

• Deliberate acts of unlawful discrimination or harassment;  

• Failure to comply with customer site rules, policies or procedures;  

• Driving a vehicle without the appropriate driver’s licence; 

• Possession, or being under the influence, of illegal drugs or alcohol at work; and 

• Breach of Boske Road Transport’s health & safety policies and procedures and your general 
health and safety responsibilities or actions that endangers the lives of, or may cause serious 
injury to, any person. 

 

DISCIPLINARY PROCEDURE 

Disciplinary action taken against you may be based on the following procedure. 

Offence 1st occasion 2nd occasion 3rd occasion 4th occasion 

Unsatisfactory 
conduct 

Formal verbal 
warning 

Written warning Final written 
warning 

Termination 

Misconduct Final written 
warning 

Termination   

Serious 
Misconduct 

Termination    

 

Boske Road Transport retains discretion in the respect of the disciplinary procedures to take account 
of your length of service and the severity of the misconduct to very the procedures accordingly.  If 
you have a short amount of service you may not be in receipt of any warnings before termination, 
but you will retain the right to a disciplinary hearing. 
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If a disciplinary penalty is imposed it will be in line with the procedure outlined above, which may 
encompass a formal verbal warning, written warning, or termination, and details will be given to 
you. 

There may be occasions where the performance or conduct of a worker is serious enough to bypass 
one of the above steps and move immediately to a first and final written warning but not a summary 
termination.  This option might be used in circumstances where a policy is breached but it is not so 
serious as to warrant instant termination. 

In all cases, warnings will be issued for misconduct, irrespective of the precise matters concerned 
and any further breach of the rules in relation to similar or entirely independent matters of 
misconduct will be treated as further disciplinary matters and allow the continuation of the 
disciplinary process through to termination if the warnings do not change behaviour. 

 

DURATION OF WARNINGS 

Formal Verbal Warning 

A formal verbal warning will normally be disregarded for disciplinary purposes after a six month 
period. 

 

Written Warning 

A written warning will normally be disregarded for disciplinary purposes after a 12 month period. 

 

Final Written Warning 

A final written warning will normally be disregarded for disciplinary purposes after an 18 month 
period. 

 

GENERAL NOTES 

If you are in a supervisory or managerial position then demotion to a lower status at the appropriate 
rate of pay may be considered as an alternative to termination, except in cases of serious 
misconduct. 

In exceptional circumstances, suspension from work without pay for up to five days as an alternative 
to termination (except termination for serious misconduct) may be considered by the person 
authorised to dismiss. 

Serious misconduct offences will result in termination without notice. 

 
 


