
STAND DOWN PROCEDURE
Standing down an employee is not justified in every situation. Provided it is justified by the seriousness or nature of the incident, it may be appropriate to stand-down an employee pending the final outcome of the matter.
Such stand down will be on pay, unless the period of stand down becomes protracted due to the employee delaying or refusing to participate in the disciplinary process.

Stand-Down on pay can be appropriate where:

· There is an allegation of serious misconduct where you no longer have confidence in the employee remaining in the workplace.

· The employee needs to be removed from a situation where an offence may have taken place.

· The employee needs to cool off.

· To remove concern over the employee's competence pending the investigation. 

When considering stand-down of an employee, you or your representative should inform the employee that:

· Serious allegations have arisen raising the possibility of formal disciplinary action (potentially up to and including dismissal).
· You consider that he/she should be stood-down on pay pending the outcome of the enquiry but you will give him/her the opportunity to comment on the proposed stand-down before making a decision. Endeavour to have the employee agree to the stand down.  Point out that this will provide the employee with the opportunity to focus on the matter, seek representation and prepare for the disciplinary meeting.
· Stand-down on pay is not a disciplinary action but is considered appropriate while further consideration or investigation takes place.

· The employee may take advice from his/her representative before proceeding.

If after hearing and considering the employee’s explanation and/or comment the decision is to stand-down the employee, you or your representative should inform him/her in writing of the allegations and proposed period of stand-down on pay plus confirm that:

· He/she should not report for work until requested to do so but must remain available for further questioning/interviewing.

· His/her representative (where relevant) is being informed, and will be available for advice.

Note:  A file note should be kept on the interview at which the employee is informed of his/her possible stand-down.  Such notes should record who was present, what was said and who said it plus date, time and location. It is important to record any responses from the employee regarding the stand down proposal.
Then issue the Stand Down letter to the employee.
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