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Disciplinary Procedure Template

This procedure applies to all employees and is designed to ensure fair, consistent, and lawful handling of disciplinary matters in accordance with the Employment Act of The
Bahamas. The aim is to correct behaviour, not simply to punish.

Fair Hearing Requirement (Employment Act): Before any formal disciplinary action is taken, the employee must be given the opportunity to respond to the
allegation. Failure to provide a fair hearing may render a dismissal unlawful.

THE FOUR-STAGE PROCESS

°Verbal Warning ( sTAGE 1

Appropriate for minor first offences or performance concerns. Conducted privately by the line manager. The employee must be told the specific concern,
given the opportunity to respond, and informed of what improvement is expected.

Who conducts Line manager (HR may attend as observer)

Format Private conversation — not in front of colleagues

Documentation Manager records date, concern, employee response, and improvement expected
Active period 3-6 months (specify in your policy)

Outcome if concern continues Escalate to Stage 2

Written Warning GIXE)
Used when a verbal warning has not resulted in improvement, or for a more serious first offence. The employee receives a formal written warning letter.

Who conducts Manager + HR representative

Notice to employee At least 24 hours written notice of meeting, including nature of concern
Employee right May be accompanied by a colleague or trade union representative
Documentation Signed written warning letter placed on employee file

Active period 6-12 months

Final Written Warning

Issued when a written warning has not resolved the issue, or for a serious offence that does not warrant immediate dismissal. This is the last formal warning
before dismissal proceedings.

Who conducts Senior manager + HR

Notice to employee At least 48 hours written notice of formal hearing
Employee right Right to respond in writing before the hearing
Documentation Final written warning letter, signed by both parties
Active period 12 months

°Dismissal STAGE 4

Used following a final written warning with no improvement, or for gross misconduct. A dismissal meeting must be held before the decision is communicated.
The employee must receive written confirmation of the outcome.

Who conducts Director / senior management + HR

Notice to employee At least 48 hours written notice with specific allegations

Employee right Right to be accompanied; right to respond before decision

Outcome letter Written dismissal letter with reason, effective date, and appeal rights
Notice / pay Pay in lieu of notice unless summary dismissal for gross misconduct
Appeal window Employee has the right to appeal within 5 working days

GROSS MISCONDUCT (SUMMARY DISMISSAL)

The following may warrant immediate dismissal without prior warnings. Always conduct a fair hearing first.



e Theft, fraud, or dishonesty

e Physical assault or threatening behaviour
Serious breach of health and safety rules

e [ntoxication at work (alcohol or substances)
e Harassment or discrimination

e Wilful damage to company property

e Serious breach of confidentiality

e Falsification of records or timesheet fraud
RECORD-KEEPING CHECKLIST

[Cpate and time of all meetings recorded
[CAllegation stated clearly and in writing
[CJEmployee response documented verbatim
[Cpecision and rationale recorded
[Cwarning / outcome letter signed and dated
[CJcopy provided to employee

[Coriginal filed securely in employee record

[CJappeal outcome recorded (if applicable)

ry records must be retained for a m um of 5 years. Confidentiality is mandatory — do not discuss proceedings with parties no

triblock Adapt this template to your sation. Not legal advice. triblockhr.com




