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OBJECTIVE: H i:
e To protect the property of the company, other employees or the reputation of the company.
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e To allow sufficient time to investigate a disciplinary issue.
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APPLICATION: N H :

Within the structure of the disciplinary procedure there is a provision for the suspension of employees for a given
time to allow management the opportunity to undertake further investigation or to delay the disciplinary
proceedings to a more convenient time.
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The decision to suspend rests with the Department Head concerned in consultation with the Personal Manager or
in their absence the Duty Manager or the Night Manager.
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STATEMENT OF POLICY
B

1. An employee may be temporarily suspended if she/he is accused of committing a deliberate offense involving
an assault on a person, or property, or is considered a danger to others (e.g. under the influence of alcohol or
drugs), or if a matter requires further time for investigation or delivery of disciplinary action.
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2. The manager concerned is to complete the Suspension form (see appendix) a copy of which is to be given to
the employee so that there is no confusion about the reason why and when and where to report back. A
copy of the form with a full report must be forwarded to the Personnel Manager for investigation.
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3. Suspension time should ideally be until the next working day and not exceed five days (in accordance with the
local labor law).The Personnel Manager is responsible for undertaking an investigation and will take
appropriate action based on the findings.
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4. Remuneration is to be withdrawn for the period of suspension. However, if it is discovered after investigation
that the employee has not committed an offence then salary must be reimbursed in full.
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