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Criminal Offences Committed by Staff 
Policy  

Policy Introduction  

There can be serious implications for the Company if an employee is charged with and /or 
prosecuted for a criminal offence. This policy provides guidance to managers and 
employees on the handling of these matters. Please note that it only applies to those 
situations where an employee is formally charged and/or prosecuted. Unsubstantiated 
allegations of criminal activity are not, in themselves, sufficient to trigger this policy. 

Employee Duties? 

In the event that an employee is charged with and/or prosecuted over a criminal offence, 
they must inform their line manager (or another manager in their absence) as soon as 
possible if the offence:  

1. Has, or will have, a negative impact on the job that they are employed to do 
and/or  

2. Could bring the Company into disrepute.  

Examples of the first scenario could be a delivery driver being charged with a motoring 
offence, or an employee who regularly handles cash being prosecuted for theft. An example 
of bringing the Company into disrepute would be if the local, or national, media published 
details of the offence and identified us as your employer.  

Employees should note that this policy applies to any type of criminal charge and/or 
prosecution. Although the police (through the Crown Prosecution Service) usually instigate 
these types of proceeding, it covers those brought by other organisations, such as Her 
Majesty’s Revenue and Customs (e.g. tax evasion), the Department for Work and Pensions 
(e.g. benefit fraud) and the Federation against Copyright Theft (e.g. the illegal downloading 
of music or films 

Manager’s Duties  

Once an employee informs a manager that they are facing criminal charges and/or 
prosecution, the manager shall arrange a meeting with them [and a member of the HR 
team/senior management] immediately. They will discuss the situation and consider the: 

1. Impact the criminal charge and/or prosecution has on the employee’s ability to 
carry out their job and/or role.  

2. Risk of damage or harm to the Company’s reputation.  

Any action taken will depend on the individual circumstances. However, the following 
summarises the action that could be taken.  

1. Work-related offences 

This could arise in a number of different circumstances, such as fraud, theft or workplace 
violence. It could also involve other prosecuting agencies such as the Health & Safety 
Executive in conjunction with, or instead of, the police. Depending on the nature of the 
offence, the Company reserves the right to suspend the employee on full pay whilst the 
external investigation is taking place. During this time, the Company’s own internal 
disciplinary investigation may continue, if appropriate.  
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2. Motoring offences 

Minor motoring offences are not usually the Company’s concern. However, a manager must 
be informed if the employee drives on company business, or has a company car. In the 
event that an employee is convicted and loses their licence, they should note that re-
deployment to a non-driving role may not always be possible. 

3. Reputational risks 

Even if the charge or prosecution does not directly affect the employee’s ability to carry out 
their job and/or role satisfactorily, the Company retains the right to suspend the employee on 
full pay pending the final outcome.  

Decision to Dismiss  

The Company reserves the right to dismiss the employee at the conclusion of the 
disciplinary proceedings if the: 

1. Nature of the conviction would make it impossible for the employee to continue 
employment. 

2. Conviction is a result of a work-related offence and it would be inappropriate for 
the employee to remain in employment. 

3. Offence has, or could, adversely affect the Company’s reputation. 

A subsequent acquittal will not automatically render the Company’s disciplinary procedure or 
dismissal decision unfair 

Unsubstantiated Allegations  

Should an employee notify a manager that a criminal charge or prosecution is, or is likely, to 
be brought against a colleague, that manager may speak to the employee concerned about 
it. However, if the employee denies the allegation and no independent confirmatory evidence 
exists, no further action may be taken. 

Where further advice is needed on this policy, or how to implement it, please contact 
Jonathan Lysaght. 

Review of this Policy 

This policy will be reviewed by Karl Lysaght or his representative in his absence not later 
than June 2018. It will be reviewed in response to changing legislative or contractual 
requirements and at least every year. 

Signed:   ……………………………………………………… 

Name:    Karl Lysaght  
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Policy Review Date:  June 2018 


