
 Annex A 
 
To keep you right, make sure you look at the types of thing that would be misconduct and gross misconduct.  
Examples of Misconduct 
 
 

 Persistent lateness for work without good reason. 

 Failure to report absences in accordance with the absence reporting procedures. 

 Unauthorised absence from work without good reason. 

 Minor breaches of security. 

 Inappropriate behaviour, e.g. being rude to an MSP, a work colleague, SPCB member of staff, or a constituent/member of the public. 

 Damage to property. 

 Breach of any policies applicable to your employment. 

 Claiming sick pay whilst undertaking paid employment elsewhere for the same hours. 

 Refusal to co-operate with my disciplinary procedures. 

 Refusal to give consent to allow access to personal or private emails or files during the investigation of a suspected discip linary offence or following any other reasonable 

request. 

 Negligence which causes financial loss, damage to property or injury to people. 

 Failure to report fraud or suspected fraud as soon as it is discovered or suspected. 

 Failure to report any criminal charge or conviction which may impact on your employment. 

 Refusing to work in accordance with Health & Safety rules and procedures including refusal to attend or complete compulsory h ealth & safety training provided by the 

SPCB. 

 Refusing to obey a legitimate instruction. 

 Insubordination. 

 Action which may bring me, as your employer, into disrepute. 

 
 
This list is for illustrative purposes only: it is not exhaustive.  The gravity of the act will determine whether it is dealt with as a minor or more serious offence. 



 Annex B 
Examples of offences which are normally regarded as gross misconduct  

 Serious breach of security. 

 Serious breach of confidentiality. 

 Serious breach of the Health & Safety rules and procedures. 

 Causing any serious breach of the provisions in the Code of Conduct for Members of the Scottish Parliament. 

 Theft. 

 Fraud. 

 Falsification of any records. 

 Abuse of official information or position. 

 Discrimination or harassment of any kind. 

 Fighting, physical assault or violent and/or dangerous conduct, including the use of aggressive behaviour and the use of excessive bad language. 

 Failure to carry out a reasonable and lawful direct instruction given by an authorised person during working hours. 

 Unauthorised access to or disclosure of any information held in confidence by me. 

 Making or causing to be made any detrimental or derogatory statements about me, as your employer, or about the Scottish Parliament, in any medium whatsoever. 

 Receiving bribes to effect the placing of business with a supplier of goods and services. 

 Being under the influence of and/or incapacity through alcohol whilst at work or on Parliament premises or acting in an offic ial capacity. 

 Being under the influence of, taking, possessing or selling illegal drugs, or any drugs (except over-the-counter remedies) which have not been prescribed to you on medical 

grounds, whilst at work or on Parliament premises or acting in an official capacity. 

 Selling prescription drugs whilst on duty or on parliament premises or acting in an official capacity. 

 Serious breach of conduct rules. 

 Negligence which causes serious financial loss, damage to property or injury to people. 

 The intentional viewing or downloading of pornographic or other derogatory, defamatory, obscene or inappropriate material from internet or email systems. 

 Serious breach of Health & Safety rules and procedures. 

 Deliberately making a false or malicious disclosure or carrying out any of the other acts listed as giving rise to disciplina ry action under the Public Interest Disclosure Policy. 

 Knowingly giving false information or deliberately omitting relevant information on a job application form or curriculum vitae or any other document or report. 

 Performing, arranging or carrying out work or activity which could be considered to be in serious conflict with or which adve rsely affects in any way my interest, or my 

constituents’ interests, for example, leaking information or running a business from the office. 

 Conviction for a criminal offence which is related to your employment. 

 Accepting or soliciting gifts or hospitality as an inducement to show favour. 

 Serious action that may bringing me, as your employer into disrepute. 

This list is not exhaustive and other offences, if they are considered to be serious enough, may be regarded as gross misconduct. 



 Annex C 
The level of the sanction imposed will depend upon the nature of the misconduct.  In exceptional circumstances, disciplinary sanctions applied under this procedure may be 
referred to after they have elapsed. 

 

You have the right of appeal against any disciplinary sanction imposed. 

 

Sanction Information Normal Expiry Period 

First written warning This sanction will be imposed if there has been 
a further act of misconduct during the period 
when a verbal warning is live, or if a single act of 
misconduct has been sufficiently serious. 

12 months 

Final written warning This sanction will be imposed if there has been 
a further act of misconduct during the period 
when a first written warning is live, or if a single 
act of misconduct has been sufficiently serious. 

12 months 

End of employment, whether with 
notice or with payment in lieu of 
notice 

This sanction will normally apply if there has 
been a further act of misconduct during the peri-
od when a final written warning is live. 

Not applicable 

End of employment without notice 
and without pay in lieu of notice 

This sanction will normally apply if you have 
committed an act of gross misconduct (see An-
nex B for examples).  

Not applicable 


