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WHO DOES THIS POLICY APPLY TO? 

This Policy applies to all employees and volunteers (as applicable) of Blue Light Victoria and Victorian 
Blue Light Youth Camp Inc (together, Blue Light Victoria). 

For the avoidance of doubt, this Policy applies to senior and operational employees, subject to 
references to the employees' Manager which are to be read as a reference to the Board or such other 
person as the Board may delegate authority to from time to time.  

PURPOSE 

Blue Light Victoria is committed to providing its employees with opportunities to grow and develop. It 
strives to have clear expectations about work performance and the behaviour and conduct of its 
employees and ensure that all employees are treated fairly and consistently when their performance, 
behaviour or conduct is unsatisfactory.  

The purpose of this Policy is to provide guidance on when and how formal management of work 
related performance and conduct issues will be undertaken.  

The procedure sets out the process which Blue Light Victoria recommends be followed when action is 
taken in respect of Poor Performance, Misconduct and Serious Misconduct.  

Wherever reasonably possible, any shortcomings will be dealt with informally by the employee's 
immediate Supervisor or Manager and Blue Light Victoria will, where appropriate, provide any 
assistance, advice or training required to achieve the necessary improvement.  

RELATIONSHIP TO OTHER POLICIES 

This Policy should be read and applied in conjunction with all other relevant Blue Light Victoria 
policies and procedures as amended and in force from time to time. 

  

PERFORMANCE MANAGEMENT AND DISCIPLINARY POLICY 



RELATIONSHIP TO EMPLOYMENT CONTRACT 

This Policy does not form part of the employment contract between an employee and Blue Light 
Victoria. Any reference to obligations or requirements of Blue Light Victoria in this policy is not 
intended to give rise to contractual obligations binding on Blue Light Victoria.   

APPROACH TO PERFORMANCE MANAGEMENT AND DISCIPLINE  

When employing disciplinary processes, Blue Light Victoria promotes the following principles: 

Appropriate responses to unacceptable work performance and conduct  

In managing an employee's performance, behaviour or conduct and assessing the action to be taken, 
the seriousness of the poor performance, behaviour or conduct must be considered. Where 
warranted, Blue Light Victoria will use performance management and disciplinary procedures to 
improve performance or conduct.   Depending on the circumstances, performance management may 
be informal or formal. Disciplinary action may include verbal or written warnings, counselling, 
retraining or termination.   

Should such processes be unsuccessful in improving an employee’s performance, or in consideration 
of the seriousness of the person’s conduct, Blue Light Victoria may decide to terminate an employee’s 
employment. The emphasis should always be on early intervention and informal resolution of a 
problem, as opposed to a more formal intervention at a later time. 

Procedural fairness  

Blue Light Victoria requires a minimum standard of conduct and performance which will be made 
clear to employees in performance discussions. With the exception of cases of Misconduct or Serious 
Misconduct, if an employee does not meet this standard, the relevant Manager must ensure the 
employee understands how they have failed to meet the required standards and give them an 
opportunity to respond to concerns and to reach the standards expected of them. 

Definitions 

Misconduct occurs when an employee performs actions in the workplace that are unacceptable and 
inconsistent with the standards of performance and/or expected behaviour. Misconduct includes (but 
is not limited to):  

− breach of an employee's contract of employment;  
− unsatisfactory attendance record; 
− unauthorised absence from the normal place of work; 
− breach of any of Blue Light Victoria's policies;   
− misuse of Blue Light Victoria’s electronic communication and telecommunication system;  
− engaging in conduct which has the potential to bring the reputation of Blue Light Victoria into 

disrepute.   

 



Poor Performance occurs where an employee's performance is considered unacceptable because 
they are unable to meet the reasonable performance standards of their position having regard to their 
seniority, skills, experience and qualifications.  

Serious Misconduct is defined as any conduct that includes (but is not limited to): 

− any acts stated to constitute Serious Misconduct in an employee's contract of employment; 
− wilful or deliberate behaviour by an employee that is inconsistent with the continuation of their 

employment; 
− conduct that causes serious and imminent risk to: 

o the health or safety of any person(s); or 
o the reputation, viability or profitability of Blue Light Victoria's business; 

− refusal to obey a reasonable and lawful instruction; 
− theft, fraud or assault; 
− possession of fire arms, explosives, illegal items or illegal publications on the premises wilfully 

damaging company property (including graffiti) 
− harassment, victimisation, discrimination or bullying; 
− serious and deliberate neglect of work; 
− a deliberate act that breaches the security of Blue Light Victoria's premises, sites or equipment; 
− misuse of Blue Light Victoria’s property or name; 
− engaging in conduct which brings or is likely to bring Blue Light Victoria into disrepute; 
− fraud or intent to commit fraud against Blue Light Victoria or deceptive behaviour 
− indecent or immoral behaviour on Blue Light Victoria's premises or sites; 
− being intoxicated or impaired by drugs or otherwise breaching any relevant law or regulation 

relating to drugs and alcohol in the workplace;  

 

Warnings are formal notifications to employees that if their performance or conduct does not 
improve and they fail to meet the standards required by Blue Light Victoria, the potential 
consequence is that an employee’s employment may be terminated if they engage in any further 
instance of Poor Performance, Misconduct or Serious Misconduct.  

Warnings may be relied upon in any decision to terminate an employee’s employment for Poor 
Performance, Misconduct and/or Serious Misconduct.  

Grounds for Disciplinary Action 

The grounds for commencing disciplinary action are as follows: 

− Poor Performance; 
− Misconduct; and/or 
− Serious Misconduct. 

The disciplinary procedures and actions applied will vary depending on whether the issue or concern 
relates to Poor Performance, Misconduct or Serious Misconduct (or a combination of them) 
committed by an employee, the seriousness of the employee's performance or conduct and any prior 
performance management or disciplinary action taken in relation to the employee. 



PROCESS 

1.  Poor Performance 

Informal Coaching and Feedback 

In situations where a Manager identifies that an employee's performance is below the standard 
reasonably required by an employee in their position, the Manager may provide the employee with 
coaching, feedback and counselling to assist the employee to meet Blue Light Victoria's reasonable 
standards of performance.  

Any such coaching and feedback provided to an employee prior to the formal performance 
counselling process will be considered as part any subsequent decision regarding disciplinary action. 

Formal Performance Management  

Where any coaching and feedback is ineffective in addressing and improving the performance 
concerns or is not appropriate in the circumstances given the nature of the performance concerns, 
Blue Light Victoria recommends a formal performance management process as follows: 

− The employee will be required to attend a meeting to discuss his/her performance with 
his/her Supervisor, Manager.  

− At the meeting, the nature of Blue Light Victoria's concerns and the expected level of 
performance will be outlined.  The employee will be provided with an opportunity to 
respond to the concerns and the employee’s responses will be considered.   

− The employee will be given guidance as to how they can improve their performance and 
will be provided with a specified period within which to evidence a sustained 
improvement in their work performance.  

− The employee may receive a warning at this time that if they do not evidence a sustained 
improvement in their work performance, another disciplinary action may be taken. 

Disciplinary Action 

Following the implementation of a formal performance management process the performance of the 
employee and their achievement of the performance standards will be formally reviewed at a time to 
be determined by the employee’s Manager. If at the formal review the Supervisor or Manager 
determines that the employee has failed to improve his/her performance and sustain it at the level 
required by Blue Light Victoria: 

− the employee may be required to undertake further coaching, training or other 
professional development actions; 

− the employee may be given additional or modified performance standards and a further 
review date at the time of the formal review; and  

− the employee may be subjected to further disciplinary action, which may include a 
warning, a further written warning or termination of employment.  

The disciplinary action will depend on the nature of the performance concerns and other relevant 
circumstances. The above possible disciplinary actions are intended as a guide only. The actual 
disciplinary action adopted will be in Blue Light Victoria's discretion. 



For the avoidance of doubt, Blue Light Victoria does not commit to giving a predetermined number of 
warnings. The appropriateness of warnings and the number of warnings will be determined according 
to particular circumstances.  

2.  Misconduct and Serious Misconduct Process  

If Blue Light Victoria has concerns that an employee has engaged in Misconduct or Serious 
Misconduct, Blue Light Victoria may implement the following procedure: 

− The Supervisor or Manager will notify the Board of the misconduct or Serious Misconduct.  
− The Supervisor or Manager together with the Board will make a decision as to whether any 

or any further inquiries or investigations are to be conducted.  
− The employee may be required to attend a meeting to discuss his/her conduct with their 

Supervisor or Manager.  
− Where practicable, the employee will be informed of the conduct concerns prior to the 

meeting.   
− At the meeting, the nature of Blue Light Victoria's concerns will be outlined, the employee 

will be provided with an opportunity to respond to the concerns and the employee’s 
responses will be considered.   

In some cases, a meeting may need to be adjourned while further inquiries or investigations are 
conducted to substantiate any information provided by the employee during the meeting and/or to 
determine the appropriate disciplinary action. An employee may be suspended (on pay) whilst these, 
or any other, inquiries or investigations are completed.  

If Blue Light Victoria is satisfied that an employee has engaged in some form of Misconduct or Serious 
Misconduct, the Manager will determine the appropriate form of disciplinary action/outcome to be 
taken.  

Disciplinary Action  

The disciplinary actions for Misconduct or Serious Misconduct will depend on the nature and 
seriousness of the conduct and other general factors relating to the employee’s employment. The 
disciplinary action that may be taken will vary from case to case, depending on all of the particular 
circumstances. 

Disciplinary action may include: 

− formal warnings (verbal and/or written); 
− the implementation of a performance monitoring plan;  
− the requirement to attend some form of remedial training or coaching or further 

professional development;  
− termination of employment with notice; or 
− summary termination of employment.  

The above possible disciplinary actions are intended as a guide only. The actual disciplinary action 
adopted will be in Blue Light Victoria's discretion. Disciplinary actions may be one or a combination of 
the actions listed above.  



For the avoidance of doubt, Blue Light Victoria does not commit to giving a predetermined number of 
warnings in circumstances of Misconduct. The appropriateness of warnings and the number of 
warnings will be determined according to particular circumstances. 

The usual disciplinary action for Serious Misconduct will be summary termination of employment.  

3. Witnesses and support people 

The employee subject to formal disciplinary process or investigation may request a support person or 
witness to be present at and observe any meeting that is conducted with them in relation to the 
disciplinary issue.  The witnesses/support persons must be made aware of the confidential nature and 
must not participate in, impede or obstruct the process in anyway.  

Blue Light Victoria may postpone or terminate the disciplinary process if a witness/support person 
impedes or obstructs or otherwise interferes with the process in any way.  

4. Privacy and Confidentiality 

All employees are required to respect and comply with the requirement to keep disciplinary 
proceedings and any investigation confidential if they are involved in an investigation. This 
requirement also applies to witnesses and support persons. Breaches of confidentiality may constitute 
Misconduct and/or Serious Misconduct and may result in disciplinary action being taken against the 
employee.  

 

 


	Who does this policy apply to?
	Purpose
	Relationship to Other Policies
	Relationship to Employment Contract

	Approach to performance management and discipline
	Appropriate responses to unacceptable work performance and conduct
	Procedural fairness
	Definitions
	Grounds for Disciplinary Action

	Process
	1.  Poor Performance
	Informal Coaching and Feedback
	Formal Performance Management
	Disciplinary Action

	2.  Misconduct and Serious Misconduct Process
	Disciplinary Action

	3. Witnesses and support people
	4. Privacy and Confidentiality


