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Office of the Contractor General

Disciplinary Code - Procedures for Administration

Background

The Organization has over the years operated without a structured Disciplinary Code. It
has. however been recognized that it is an important tool which is deliberately intended
achieve balance and objectivity in the decision making process.

The Organization has developed a Disciplinary Code which covers a variety of offences.
using a five point scale which directs the actions to be taken based upon frequency. In an
effort o ensure that there is transparency in the application of the Disciplinary Code.
procedures will be developed for support accordingly.

Procedures

1.0 An Advisory Disciplinary Committee (ADC) will be established and constituted
as folfows:-

x = Director. Corporate Services (Chatrman)
" = Human Resource Manager (Secretary)
= Director (to be appointed by the Contractor General)
= Ethics Officer
= Staff Member (1o be nominated by the general staff annually)
* Provisional Member (selected by the ADC if a member becomes the subject of
discussion)

; 2.0 An alternate staff member shall be nominated by the staff body. in the event that
the appointed staff member is unavailable or the subject of disciplinary action.

3.0 The nominated staft member shall not be a Director.

4.0 The role of the Committee will be as follows:-




5.0

6.0

7.0

8.0

9.0

10.0

11.0

- Conduct investigations concerning breaches in the Disciplinary Code
at the request of the Human Resource Manager, through the Director,
Corporate Services.

- Prepare investigative report, make recommendations and submit same
to the Contractor General for his consideration.

The quorum shall be three (3) members including the Chairman. In the case of a
deadlock, the Chairman shall have the casting vote.

All matters will be discussed in confidence. Where it is found that a member has
divulged privileged information, he/she shall be subjected to disciplinary actions
as outlined in the Disciplinary Code.

Matters that do_not require an investigation will not be brought before the
Committee. The Contractor General shall make that determination, without the
Committee deliberating or considering the matter.

The procedures herein are subject to the discretion of the Contractor General, and
if he so sees fit, he can instruct the Director, Corporate Services to conduct an
independent investigation for his consideration.

Where a member of the Committee is the subject of a disciplinary action, he/she
shall be excused from the sitting(s) of the Committee of which he is the subject.
In any such case a Provisional Member will be appointed to the Committee
discussing this matter.

The Human Resource Manager will have primary responsibility to prepare all
correspondence concerning employees.

These procedures will be reviewed/updated annually by the Director, Corporate
Services. This will be done in consultation with the Contractor General and the
Leadership Team, then circulated to staff for feedback, however, the Contractor
General will make the final determination and give final approval of any proposed
changes.
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