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Discipline Procedures 
 
 
Introduction 
These procedures are designed to help and encourage all employees to achieve and 
maintain standards of conduct and job performance. The Disciplinary Rules, the 
Disciplinary Procedure apply to all staff. The aim is to ensure consistent and fair 
treatment.  
 
The Academy has a statutory obligation to adopt formal procedures for dealing with staff 
conduct and discipline.  
 
It is important to distinguish conduct from capability. The Academy should investigate to 
find out whether an issue is due to either conduct or capability. Usually, it is a conduct 
issue if the employee has control over their actions, for example, calling in sick when they 
are not genuinely ill. To deal with a conduct issue, the Academy will follow the disciplinary 
procedure. 

 
Capability refers to an employee's ability to do their job. Usually, it's a capability issue if 
the employee has no control over it. To deal with a capability issue, the Academy will 
follow either the performance appraisal procedure or the Capability or Sickness 
Procedure. 
 
The Academy will aim to resolve matters informally first. If formal action is judged 
necessary, the employee will be advised of the nature of the complaint against them and 
given the opportunity to state their case before any decision is made at a disciplinary 
hearing. 
 
No disciplinary action will be taken against an employee until the case has been fully 
investigated. 
 
Employees will be provided with written copies of evidence and relevant witness 
statements in advance of a disciplinary hearing. 
 
At all stages of the procedure the employee will have the right to be accompanied to a 
meeting by a union representative or a work colleague.  A trade union representative who 
is not an employed official of the relevant union must have been certified by their union as 
being competent to accompany a worker. 
 
No employee will be dismissed for a first breach of discipline except in the case of gross 
misconduct, when the penalty will be dismissal without notice or payment in lieu of notice. 
 
Where it is not possible to hold a face-to-face meeting throughout the process, meetings 
will be conducted remotely ensuring that the employee has access to the necessary 
technology for participating in the process.  
 
An employee will have the right of appeal against any disciplinary decision. 
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Disciplinary rules 

The below list is not exhaustive however it details areas that may be considered as 
misconduct if not followed: 

• Employees must carry out all reasonable and authorised instructions. (Failure to 
carry out a reasonable instruction given by a manager may in certain 
circumstances be regarded as gross misconduct). 

• Employees must carry out their full duties and to a standard which is acceptable to 
the Academy. 

• Employees must adhere to the full Terms and Conditions of their employment. 

• All employees must comply with the Academy’s procedures and policies. (In 
certain circumstances failure to comply may be regarded as gross misconduct). 

• Employees must take reasonable care in respect of the health and safety of 
colleagues and third parties and make themselves aware of and comply with the 
Academy’s Health and Safety Policy and procedure. (In certain circumstances 
failure to comply may be regarded as gross misconduct). 

• Employees must not deliberately misuse or falsify information. (In certain 
circumstances this may be regarded as gross misconduct). 

• Employees must ensure that at all times that their words and actions do not bring 
the Academy into disrepute. (In certain circumstances this may be regarded as 
gross misconduct). 

• Employees must, at all times, maintain professional and responsible standards of 
conduct and behave politely and reasonably to colleagues, students, parents and 
to members of the public. 

• Employees must maintain an acceptable standard of dress, neatness and 
personal hygiene consistent with their position and role in accordance with the 
Academy’s Dress Code. 

• Employees must not abuse their authority in relation to colleagues, students, 
parents or to members of the public. 

• Employees must not use their position to their own personal advantage. 

• Employees, who by virtue of their employment at the Academy, have knowledge 
of personal information whether about third parties who have some form of 
contractual arrangement with the Academy, other employees, students, parents or 
members of the public must not impart this information to others without authority. 

• Employees must not promote the interest of one particular political party or 
movement, religion, race, gender or attitude to sexuality 

• Employees must not discriminate against or harass or victimise any colleague, 
student or member of the public on the grounds of a person's race, religion or 
belief, gender, marital or civil partnership status, disability, sexual orientation, age, 
or any other protected characteristic. 

• Employees must not access, download, distribute or display material which is 
likely to offend a reasonable person (In certain circumstances this may be 
regarded as gross misconduct). 
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• Employees must take due care with Academy property and equipment and must 
ensure that it is only used for authorised purposes. (In certain circumstances this 
may be regarded as gross misconduct). 

• Employees must make themselves aware of and comply with the rules relating to 
the use of Academy facilities and equipment, including information technology and 
photocopying equipment, postage, telephones, etc. (In certain circumstances this 
may be regarded as gross misconduct). 

• Employees must declare any police action against them to the Human Resources 
Manager. 

• Employees must declare to the Human Resources Manager any family, business 
or personal relationship with any member of the Board of Trustees of the 
Academy.  

• Any employees who wish to take additional employment outside of their 
employment by the Academy, whether paid or unpaid, must first consult the 
Human Resources Manager who will determine whether the request can be 
granted. 

• Unless otherwise agreed in writing in advance by the Academy Trust any work 
related to additional employment must not be carried out during the hours under 
which employees are contracted to work for the Academy. (In certain 
circumstances this may be regarded as gross misconduct). 

• In all cases employees must not engage in employment, including self 
employment, during off-duty hours when such employment conflicts with their 
main contract of employment and thereby with the interests of the Academy or in 
any way undermines public confidence in the conduct of the Academy’s business. 

• Any employee who is unable to attend work for any reason must notify the 
Academy of his or her absence using the Academy’s agreed procedure for 
notification of absence. 

• If the reason for absence is sickness, employees must comply with the sickness 
notification arrangements operating by the Academy. 

• Persistent lateness is unacceptable. 

• Employees must not drink alcohol or take illegal drugs during their working hours 
or midday break whether on the Academy’s site or elsewhere. 

• Employees must not be under the influence of prescribed drugs during working 
hours to the extent that the performance of their duties or the image of the service 
is detrimentally affected. 

• Employees must not accept any gifts or hospitality from contractors and suppliers 
to the Academy. Any unsolicited gifts must be handed over to the Chief Financial 
Officer who will make arrangements for their disposal. (In certain circumstances a 
breach of this may be regarded as gross misconduct). 

• Employees should immediately inform the Human Resources Manager if they 
suspect any irregularities affecting the finances or property of the Academy or 
anything else that might affect public confidence in the Academy. The Academy 
has a policy of providing full support to any employee reporting suspected fraud or 
corruption. 

• Employees are not allowed to smoke on or around the perimeter of the Academy’s 
sites.  
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• Employees’ conduct, whether during working hours or not (and including conduct 
of a criminal nature), is a legitimate concern of the Academy if it brings the 
Academy into disrepute or is otherwise prejudicial to the Academy’s interests. (In 
certain circumstances this may be regarded as gross misconduct). 

• Failure to notify the Human Resource Manager of any charge, caution or 
conviction for any criminal offence during their employment by the Academy. 

• Employees must not engage in dangerous, reckless or other behaviour which 
could reasonably be foreseen to lead to risk of harm or injury to themselves or 
other persons. 

The following, again not exhaustive, can be considered as gross misconduct and may 
lead to dismissal without notice: 

• Any action on your part which results in a referral to the Independent Safeguarding 
Authority for consideration of your inclusion on the Children’s Barred List. 

• Improper use of an official position for private gain or the private gain 
of some other person including soliciting or accepting bribes. 

• Acts of violence, threatening behaviour or verbal abuse, or 
behaviour which provokes violence. 

• Deliberate damage to our buildings, fittings or equipment, or the 
property of a colleague, contractor, student, parent or member of the 
public. 

• Repeated or serious failure to obey instructions or a serious 
or persistent failure to comply with the Academy's polices. 

• Non-compliance with a safety code such as to potentially 
endanger life or cause serious permanent injury 

• Serious misuse of the Academy’s property, facilities, resources, or name 

• Unauthorised use of the Academy’s computer systems. 

• Fraud, forgery or other dishonesty, including fabrication of expense 
claims and time sheets. 

• Conduct, including conduct of a criminal nature, prejudicial to the 
Academy's interest. 

• Possession, use, supply or attempted supply of illegal drugs 

• Doing private work during hours when contracted to work for the 
Academy (this includes unpaid voluntary work unless it has been 
approved). 

• Giving false information as to qualifications or entitlement to 
work (including immigration status). 

• Refusal to disclose any of the information required by your 
employment or other information that may have a bearing on the 
performance of your duties. 

• Bringing the Academy into disrepute or damage to the reputation and integrity of 
the Academy. 

• Unlawful discrimination, harassment or bullying 

• Being under the influence of alcohol or illegal drugs or other 
substances during working hours 
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• Conduct at work that is likely to offend common decency. 

• Making untrue accusations in bad faith against other employees of 
the Academy. 

• Making a disclosure of false or misleading information under our 
Whistleblowing Policy maliciously, for personal gain or otherwise in 
bad faith. 

• Knowingly breaching statutory rules affecting your work. 
 
Triggering the disciplinary procedure   
The disciplinary procedure will be triggered if the Headteacher may have reasonable 
grounds to believe an employee has breached one or more of the Disciplinary Rules.  
 
The Headteacher will appoint a member of the Senior Leadership Team to carry out an 
investigation. In breaches of the Disciplinary Rules by the Headteacher the Chair of the 
Board of Trustees will appoint a Headteacher from a neighbouring school to carry out the 
investigation   
 
Investigation  
The member of the Senior Leadership Team will promptly and thoroughly investigate any 
matter that the Academy reasonably suspects or believes to contravene any of the codes 
or disciplinary rules. The employee will be informed as soon as possible that an 
investigation is being carried out and when it has been concluded. This should take no 
more than ten working days. 
 
No part of the investigation or any subsequent hearings may be tape-recorded by either 
side and thereforerecordings will not be admissible as evidence even where a recording 
exists. A note-taker will be present at hearings to provide a formal record of the meeting. 
This will not be a verbatim record but will be made available for both parties to review and 
agree. This approach has been adopted to maintain the formality of proceedings and to 
minimise disruption. 

 
There may be instances where suspension with pay is necessary while investigations are 
carried out. SSA have the right to suspend an employee with pay where there are 
reasonable grounds for concern that the employee may tamper with or destroy evidence 
or pressurise witnesses prior to a disciplinary hearing, or if there is a potential risk to the 
school staff or students in allowing the employee to remain at work. Suspension is not, in 
itself, a form of disciplinary sanction. 

 
Normally employees will be invited to attend an investigatory interview. The employee will 
be informed at the outset that the interview is an investigatory interview. There is no right 
for a companion at an investigatory interview.  
 
SSA reserve the right in exceptional circumstances not to conduct an investigatory 
interview and to proceed directly to a disciplinary hearing for matters of gross misconduct. 

 
In more complex cases, the Academy may appoint an external investigator for the 
investigation.  This may be a HR Consultant or in some cases a Senior Leadership 
member of another school. 
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Once the investigation is complete the member of the Senior Leadership Team will pass 
their finding to the Headteacher. The Headteacher will then decide on one of three 
courses of action: 

1. Drop the matter  
2. Deal with the matter through the resetting of expectations  
3. Hold a formal hearing  

 
Disciplinary hearing  
Where, upon completion of an investigation, there are reasonable grounds to believe that 
there is a disciplinary case to answer, SSA will invite the employee to attend a disciplinary 
hearing.  The case will be heard by a Deputy Headteacher or Headteacher (the Hearing 
Officer).  
 
Where the matter involves the Headteacher the Hearing Officer will be Chair of the Board 
of Trustees. A member of the HR team will support the Hearing Officer.  
 
The Member of the SLT or in the case of the Headteacher the fellow Headteacher who 
investigated the matter will act as the Presenting officer.  
 
In the event of a disciplinary hearing taking place, the Hearing Officer will: 

• Give the employee a minimum of five working days' notice of the hearing 

• Inform the employee of the purpose of the hearing, its possible 
consequences and that SSA will hold it under these disciplinary procedure 

• Explain the employee’s right to be accompanied at the hearing by a 
colleague or union representative. A trade union representative must have 
been certified by their union as being competent to accompany a worker. 

• Give written details of the nature of the alleged misconduct; and 

• provide all relevant information (including statements taken from any fellow 
employees or other persons that the Academy intend to rely upon) not less 
than three working days in advance of the hearing. 

 
Where the employee or their companion is unable to attend the formal hearing and 
provides a good reason for failing to attend, the Hearing Officer will rearrange the time 
and/or date of the hearing not more than five working days form the date of the original 
date.  
 
Where the employee or companion is unable to attend the rearranged hearing, the 
rearranged hearing will take place in their absence. The companion may attend in such 
circumstances and will have the opportunity to present the case on the employee’s behalf. 
SSA will also allow the employees to make written submissions in such a situation. 
 
The process to be followed is set out in appendix 1.  
 
Both parties must give advance notice if they intend to call relevant witnesses at least 3 
working days in advance of the hearing. The Hearing Officer will give the employee 
reasonable opportunity to ask questions, present evidence and call relevant witnesses.  
 
Disciplinary proceedings may be adjourned if it appears necessary or appropriate to do so 
(including for the purpose of gathering further information). The employee will be informed 
of the likely period of any adjournment.  
 
If further information is gathered, SSA will give the employee that information at least 
three days before the reconvened hearing, for them and their companion to consider the 
new information. 
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Within five working days of the conclusion of the hearing, the Hearing Office will inform the 
employee of what, if any, disciplinary action is to be taken. The decision will also be 
confirmed in writing to the employee; they will also be notified of their right of appeal under 
this procedure. 
 
The role of a companion  
A companion has the right to address the hearing to put the employee’s case, sum up the 
case but may not respond to any questions asked directly to the employee. The 
companion may also confer with the employee during the hearing. A trade union 
representative must have been certified by their union as being competent to accompany 
a worker. 
 
Disciplinary outcomes  
Once the hearing has concluded the Hearing Officer will take one of the following courses 
of action: 
 

• No further action, If the allegations are unfounded no warning will be placed on 
the employee’s file. A record of the hearing will be kept on the employee’s file, and 
will not be considered as a formal warning. 
 
 

• First written warning. For a serious breach of conduct a written warning will be 
given with the reasons for the warning and any change in behaviour or 
improvements required. An action plan may be used to clarify future expectations. 
It will also advise that further action under the procedure will be considered if the 
change in behaviour or improvements required are not met and inform the 
employee of the right of appeal. A copy of the warning will be kept but will be 
disregarded for disciplinary purposes after 12 months, subject to continuous 
satisfactory conduct during this period. 
 

• Final written warning. A final written warning, with the reasons for the warning 
and any change in behaviour or improvements required (an action plan may be 
used to clarify), will be given: 

o for a very serious offence which would be insufficient to justify dismissal but 
would warrant only one written warning; 

o for a very serious offence which would justify summary dismissal for gross 
misconduct, but a lesser penalty is appropriate in the circumstances; or 

o where there is still a failure to improve conduct following a previous written 
warning(s). 

A final written warning will give the reason for the warning, advise that dismissal 
will result if there is no satisfactory improvement and state the right of appeal.  A 
copy of the warning will be kept, but will be disregarded for disciplinary purposes 
after 18 months, subject to continuous satisfactory conduct during this period.   

 

• Dismissal decisions can only be taken by the Headteacher after consulting with the 
HR consultant. 

For failure to improve or for act(s) of further misconduct after a final written warning 
has been given and remains live.  Dismissal will be with notice or pay in lieu of 
notice. 

For act(s) of gross misconduct, dismissal will be without notice (summary 
dismissal).  The decision to dismiss can only be taken after a hearing before the 
Headteacher or disciplinary/dismissal committee of the Trust Board. In such cases 
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pay will cease when the decision to dismiss is made and reinstated in full if an 
appeal is subsequently successful. 

In both cases above, the employee will be provided as soon as reasonably possible 
with written notification of dismissal, the date on which the contract is to end, the 
appropriate period of notice (if notice is to be given), the reason for dismissal and 
the right of appeal. 

 
Appeal  
An employee who wishes to appeal against a disciplinary outcome must do so within five 
working days of receiving the Hearing Officer’s written decision. The appeal should be 
made in writing.  
 
Appeals against dismissal will be heard by a panel of the Board of Trustees Disciplinary 
Committee. 
 
Appeals against other disciplinary sanctions will be heard by an appropriate Senior Leader 
or in the case of the Headteacher an appropriate consultant appointed by the Board of 
Trustees. 
 
An Appeal hearing should be held within 10 working days of the appeal being made. The 
Hearing Officer from the Disciplinary Hearing will act as the Presenting Officer. At the 
appeal any disciplinary penalty imposed will be reviewed. 
 
The employee will be given five working days’ notice of the appeal hearing. 
It will be for the Senior Leader or the Board of Governors Disciplinary Committee or 
consultant hearing the appeal to decide the format of the hearing. But it will normally 
follow the schedule set out in Appendix 1 
 
Employees have a statutory right to be accompanied at any such appeal hearing. The 
chosen companion may be a fellow employee, a trade union representative or an official 
employed by a trade union. A trade union representative must have been certified by their 
union as being competent to accompany a employee. 
 
The decision of the appeal hearing will be communicated to the employee, in writing, 
within five working days of the hearing. This decision will be final. 
 
 
 
 

 


