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The disciplinary policy and procedures apply to all members of staff. They are available
on the school website and highlighted to staff prior to starting their employment.

Overview

There are three stages of the procedure:
Step 1: Investigation

Step 2: Disciplinary Hearing

Step 3: Decision

1.1.1. Investigation

No disciplinary action will be taken against a member of staff until an investigation
into any allegations has been completed. The Company shall, at its sole discretion,
determine who is the appropriate person to carry out the role of the investigating
officer.
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On completion of the investigation, the investigating officer will recommend whether
or not a disciplinary hearing should be convened.

1.1.2. Suspension
During the course of any investigation, the Company shall be entitled to suspend a
member of staff on full pay.

1.1.3. Invitation to Disciplinary Hearing
The staff member will receive at least 48 hours advance written notice of any
disciplinary hearing in a normal situation.

1.1.4. Attendance at Disciplinary and Appeal Hearings

If the member of staff or the person accompanying them cannot attend on the
proposed date for the hearing, they may suggest a reasonable alternative date, which
must be within five working days of the first date proposed. This five-day limit may
be extended by mutual agreement between the staff member and the Company. If
they fail to attend any re-arranged hearing without good cause, the Company will be
entitled to make a decision on the evidence available at the rearranged hearing in
their absence.

1.1.5. Right to be accompanied at Disciplinary and Appeal Hearings

Staff are entitled to be accompanied at any disciplinary hearing (including any
appeal hearing) by a fellow work colleague of their choice or trade union
representative.

1.1.6. Disciplinary Hearing

A disciplinary hearing will be convened as soon as reasonably practicable after the
conclusion of the investigation. No decision will be made as to whether any
disciplinary action is to be taken or the nature of any disciplinary action to be taken
before the hearing takes place.

The hearing will usually be heard and chaired by an appropriate manager, who was
not involved in the investigation (the “Chair”).

Where possible, another manager or member of the Company’s HR department, who
is not involved in the case, will be present at the hearing to take notes.

The proceedings, any statements and all documents and records relating to
disciplinary hearings will be kept confidential.

1.1.7. Adjournment
The Chair will have discretion to adjourn any disciplinary hearing (including any
appeal hearing) as appropriate.

1.1.8. Decision
At the end of the disciplinary hearing, the Chair will normally adjourn the meeting
before making a decision. Following the adjournment, the Chair may issue a verbal
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decision. If the Chair is unable to reach an immediate decision following the hearing,
they are entitled to deliberate on the hearing prior to issuing a decision in writing.

1.2. Levels of Disciplinary Sanction

1.2.1. Informal/ Verbal Warning

Minor cases of misconduct will be dealt with informally with the objective of
improving conduct. Where the matter is more serious or where there is a failure to
improve conduct, formal action will be taken.

1.2.2. Level 1 — Written Warning
In cases of misconduct a formal written warning will be given.

A first written warning will normally remain in force for six months.

1.2.3. Level 2 - Final Written Warning

In the event of failure to improve or change behaviour during the course of a prior
warning, or where the misconduct, infringement or offence is sufficiently serious to
warrant only one written warning before dismissal, a final written warning may be
given.

A final written warning will normally remain in force for 12 months.

1.2.4. Level 3 — Dismissal or Other Sanction

In the event of a failure to improve or change behaviour or improve conduct during
the course of a prior warning, or where the misconduct, infringement or offence is
sufficiently serious to warrant dismissal, or for an act of gross misconduct, dismissal
will normally result.

1.2.5. Action Other Than Dismissal
A sanction other than dismissal e.g. demotion.

1.2.6. Summary Dismissal

For an act of gross misconduct or some other fundamental breach of the Company’s
rules or of the contract of employment the staff member may be summarily
dismissed.

1.2.7. Appeals
Staff have the right to appeal a disciplinary decision, by informing the Chair in writing
within five working days of receiving notification of the disciplinary decision.

All appeals will be dealt with as promptly as possible and a date will be set for the
appeal hearing as soon as is reasonably practicable after the Chair has received
written notification of the appeal. Wherever possible, the appeal will be heard by a
senior manager or Director who has not previously been involved in the case (the
“Appeal Chair”).
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The Appeal Chair will confirm in writing the outcome of the appeal hearing usually
within five working days of the appeal hearing, or as soon as is reasonably

practicable. The Appeal Chair’s decision will be final. There is no further right of
appeal.
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