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Introduction 

 
1. These disciplinary rules set out what standards of conduct are expected of all 

employees of Stratford School Academy, what behaviour is unacceptable and what 
the consequences are for employees if they breach the rules. A breach of the 
Academy’s disciplinary rules may lead to an investigation, and, where necessary, to 
a hearing which may result in disciplinary action being taken. 

2. No set of rules can cover all eventualities. In drawing up these rules the Academy 
has employed the standards of performance and behaviour which are expected of 
employees: the rules should not be read as an exhaustive list of all possible 
misconduct. 

3. If an employee has any doubt about their responsibilities and the standards of 
conduct and behaviour expected of them then they should speak to their supervisor 
or manager or to the HR Business Manager. 

 

Rules 
4. Employees must carry out all reasonable and authorised instructions. (Failure to 

carry out a reasonable instruction given by a supervisor or manager may in certain 
circumstances be regarded as gross misconduct). 

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

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

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

8. 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). 

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

10. 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). 

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

12. Employees must maintain an acceptable standard of dress, neatness and personal 
hygiene consistent with their position and role at the Academy. 

13. Employees must not abuse their authority in relation to colleagues, pupils or to 
members of the public. 

14. Employees must not use their positions to their own personal advantage. 

15. 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, pupils, parents or members of the 
public must not impart this information to others without authority. 



16. Employees must not promote the interest of one particular political party or 
movement, religion, race, gender or attitude to sexuality as employees serve the 
whole community. 

17. Employees must not discriminate against or harass or victimise any colleague, pupil 
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 as set out in the Academy’s equal opportunities policy or 
Equality Act 2012. (In certain circumstances this may be regarded as gross 
misconduct). 

18. Employees must not access, download, distribute or display material which is likely 
to offend on any Academy property or equipment, in or outside of Academy time, or 
on their own property or equipment in Academy time. (In certain circumstances this 
may be regarded as gross misconduct). 

19. 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). 

20. 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). 

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

22. 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 
Business Manager who will determine whether the request can be granted. 

23. 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). 

24. 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. 

25. 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 

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

27. Persistent lateness is unacceptable. 

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

29. 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. 

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

31. Employees should immediately inform the Human Resources Business 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. 

32. Employees are not allowed to smoke on or around the perimeter of the Academy’s 
site(s). During their contracted hours employees must not leave their place of work 
to smoke other than during their midday break. 

33. 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). 

34. Employees must notify the Human Resource Business Manager of any charge, 
caution or conviction for any criminal offence during their employment by the 
Academy 

35. Acts of violence or threatening behaviour or verbal abuse will not be tolerated. (In 
certain circumstances such acts may be regarded as gross misconduct). 

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

 

 

Gross misconduct 
 

37. Some acts, termed gross misconduct, are so serious in themselves or have such 
serious consequences that they may call for dismissal without notice for a first 
offence. 

38. The following paragraphs provide examples of acts which the Academy regards acts 
of gross misconduct. This list is intended as a guide and is not exhaustive. 

39. 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. 

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

41. Actual or threatened violence, or behaviour which provokes violence. 

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

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

44. Deliberate damage to our buildings, fittings, property or equipment, or the property of 
a colleague, contractor, pupils, parents or members of the public. 

45. Serious misuse of our property or name. 

46. Deliberately accessing internet sites containing pornographic, offensive or obscene 
material. 

47. Repeated or serious failure to obey instructions or any other serious act of 
insubordination. 

48. Bringing the Academy into disrepute. 

49. Possession, use, supply or attempted supply of illegal drugs. 

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



51. Unauthorised use of Academy’s materials (including waste food), equipment, 
vehicles or Academy facilities whether during or outside the working day. 

52. Conduct, including conduct of a criminal nature, prejudicial to the Academy's interest 
whether:-committed at work; or committed outside working hours, having regard to 
the nature of the offence, the duties of the employee's post and any damage to the 
reputation and integrity of the School. 

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

54. 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. 

55. Serious or persistent failure to comply with the Academy's polices. 

56. Unlawful discrimination or harassment. 

57. Unauthorised use of the Academy’s computer systems. 

58. Being under the influence of alcohol or illegal drugs or other substances during 
working hours.. 

59. Conduct at work is that accusing is likely to offend common decency. 

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

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

62. Knowing breach of statutory rules affecting your work. 

 

 
 


