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Disciplinary procedure: 6th October 2025 

[bookmark: _Hlk210644419]PTKC Disciplinary Procedure
Purpose and scope

This procedure is designed to help and encourage all employees to achieve and maintain standards of conduct, attendance and job performance. Line managers must ensure that their staff are aware of general and specific rules, standards and procedures covering work and conduct. Employees must familiarise themselves with these standards and procedures and follow them. Reference should be made to the Code of Conduct and Staff Organisation Policy. The aim is to ensure consistent and fair treatment for all in the organisation. It is based on Acas guidance and their Code of Practice on disciplinary and grievance procedures.

Principles
· In appropriate cases of minor misconduct or unacceptable performance or behaviour, managers should use informal action before formal disciplinary action is taken. This may include setting clear targets and expectations, monitoring progress over a reasonable time period and providing additional coaching or training.
· No disciplinary action will be taken against an employee until the case has been fully investigated, if possible by someone that will not form part of the formal panel. When starting an investigation into an allegation of misconduct or poor performance, there shall be no assumption that disciplinary action will automatically follow.
· For formal action, the employee will be advised of the nature of the complaint against them and will be given the opportunity to state their case before any decision is made at a disciplinary meeting.
· Employees will be provided, where appropriate, with written copies of evidence and relevant witness statements in advance of a disciplinary meeting.
· At all stages of the procedure the employee will have the right to be accompanied by a trade union representative, or work colleague if you make a reasonable request
· 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.
· An employee will have the right to appeal against any disciplinary action.
· The procedure may be implemented at any stage if the employee’s alleged misconduct warrants this. 
Procedure

If informal action fails to achieve the required improvement in performance or behaviour, then this procedure is followed. This procedure applies to all employees, once their probationary period is completed.
1. Invitation to a Disciplinary Meeting
a) Following an investigation if there is a case for formal disciplinary action the employee should, without unavoidable delay (normally within 10 working days of the alleged misconduct or poor performance issue), be given a letter from the Manager or Chair detailing the allegation, the possible consequences and inviting them to a disciplinary meeting.
b) This will also state that they have the right to be accompanied by a trade union representative or work colleague at the meeting if you make a reasonable request.
c) At the same time the employee will be provided with copies of all documentation and supporting evidence to be presented at the meeting.
d) If the employee or their companion are unable to make the meeting then it will be rearranged within 5 working days of the original date. 
2. Disciplinary Meeting
a) Two people (the Manager and a trustee or two trustees) will form a Panel. One will be appointed Chair of the Panel by mutual agreement. Where possible, a note-taker, who must be uninvolved in the case, will take down a record of the meeting but will take no part in the proceedings.
b) If there are any witnesses, they should not be present throughout the meeting. They should be called in, one by one, to give their evidence and asked to leave once they have done so. Witnesses unable or unwilling to be present will be asked to provide a written statement. 
c) The Chair of the formal meeting will open the meeting with an explanation of its purpose and will read aloud the allegations.
d)  If the employee has a companion that companion can:
· Put the employee’s case
· Ask questions of any witness or documentary evidence
· Sum up the employee’s case
· Respond on the employees behalf to any view expressed at the meeting
· Confer with the employee during the meeting.
However the companion does not have the right to answer questions on the employee’s behalf or address the meeting if the employee does not wish it
e) The Chair will then ask the employee if they wish to take the opportunity to respond to the allegations or concerns or if there are any mitigating circumstances to be taken into account. The Panel members may question the employee and any witnesses called.
f) The Chair will summarise the main points of the discussion and ask the employee if they have anything further to say.
g) The Panel will then consider the details heard in private. They must decide whether the case against the employee has been established on the balance of probabilities, i.e. whether misconduct is confirmed or the employee’s performance is found to be unsatisfactory.
h) If this is the case, when they are considering appropriate disciplinary action, they should also consider any special, mitigating circumstances, the employee’s previous disciplinary or performance record, how the employer has dealt with similar cases in the past and whether the proposed action is reasonable in view of all the circumstances.
i) The Chair shall give the employee written confirmation of the decision normally within five working days of the meeting. This will include notifying the employee of their right of appeal and the procedure to be followed.
3. Failure to attend a disciplinary meeting
If the employee fails to attend a meeting then the meeting will be rearranged within 5 working days. The employee will be warned that the rearranged meeting may go ahead without them, the panel making its decision on the evidence available to the Panel if they do not attend. However if the employee has good reasons such as sickness the Panel may consider rearranging again, or negotiating the place or time, or allowing the employee to provide their response in writing.

Disciplinary Action
If following the disciplinary meeting it is decided to take action, one of the sanctions below may be applied.

Stage 1 – Written Warning
If conduct, performance or attendance does not meet acceptable standards, the employee will normally be given a written warning by the Panel Chair.  This will 
· give details of the complaint
· the improvement required, the timescale and review dates
· detail any support or training that will be provided to assist the employee
· warn that action under Stage 2 will be considered if there is no satisfactory and sustained improvement
· and the right of appeal.                                                                               
A copy of this written warning will be kept on the personnel files. The exact duration of the warning will be specified at the time when it is given. The warning will usually lapse after six months and will be removed from the file in the absence of any further misconduct or poor performance. 

Stage 2 – Final Written Warning
If there is still a failure to improve conduct, performance or attendance, or if a further misconduct occurs, or if the misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal, a final written warning will be given.  This will 
· give details of the complaint
· give details of the improvement required, the acceptable timescale and review dates
· warn that dismissal will result if there is no satisfactory or sustained  improvement 
· advise of the right of appeal.  
A copy of this final written warning will be kept on the personnel files and subject to satisfactory conduct will be removed from the personnel file after twelve months unless specified at the time of warning. 

Stage 3 – Dismissal
If conduct, performance or attendance is still unsatisfactory or if gross misconduct occurs, dismissal will normally result or some other action short of dismissal such as demotion, disciplinary suspension or transfer (as allowed in the contract of employment). For dismissal the employee will be provided, as soon as reasonably practicable, by the Chair with
· written reasons for dismissal
· date on which employment will terminate
· advice about the right of appeal.
If some sanction short of dismissal is imposed, the employee will:
· receive details of the complaint
· be warned that dismissal could result if there is no satisfactory improvement
· be advised of the right of appeal.
A copy of the written warning will be kept by the employee’s supervisor but will be disregarded for disciplinary purposes after 12 months subject to achievement and sustainment of satisfactory conduct or performance.

Referral to Disclosure and Baring Service 

If a member of staff is dismissed (or would have been dismissed if they had not left the setting first) because they have harmed a child or put a child at risk of harm we will make a referral to the Disclosure and Baring Service.

Notification to Ofsted
We will notify Ofsted if a member of staff becomes disqualified, or if any significant event occurs which is likely to affect their suitability. 

Time limits for warnings
There may be occasions where an employee’s conduct is satisfactory throughout the period that the warning is in force, only to lapse very soon thereafter. Where a pattern emerges and there is evidence of abuse, the employee’s disciplinary record should be borne in mind in deciding how long any warning should last.

Gross misconduct 
The following list provides some examples of offences which are normally regarded as gross misconduct.
· Theft or fraud
· The giving or receiving of bribes or unauthorised gifts
· Physical violence or bullying
· Physical assault, punishment or abuse towards a child, e.g. hitting a child in chastisement or harsh disciplinary actions and/or threatening the use of corporal punishment which could adversely affect a child’s well-being
· Any other examples of child abuse as set out in our Safeguarding Policy
· Deliberate and serious damage to property
· Serious misuse of an organisation’s property or name
· Deliberately accessing internet sites containing pornographic, offensive or obscene material
· Serious insubordination 
· Unlawful discrimination or harassment
· Bringing the organisation into serious disrepute
· Serious incapability at work brought on by alcohol or illegal drugs
· Causing loss, damage or injury through serious negligence
· A serious or persistent breach of health and safety rules
· Persistent failure to follow documentary systems and procedures 
· A serious breach of confidence 
· Failure to inform the employer of a disqualification

Suspension
We might consider suspending you while carrying out a disciplinary investigation if there's a serious issue or situation. Suspension is when we tell you to temporarily stop working. You would be on full pay throughout any suspension period.

We will consider each situation carefully before deciding to suspend you. Suspension will not be needed for most investigations. Suspension does not mean you have done anything wrong and will not be used to discipline you.

We understand being suspended might be stressful so we will:
· only suspend you if there's no other option
· support you throughout the suspension period, always considering your mental health and wellbeing

Appeals
An employee may appeal against the decisions of the disciplinary meeting taken under this procedure to the Chair, or if the Chair has already been involved in an earlier stage of the procedure, to the Secretary.

The employee wishing to appeal against a disciplinary decision, must do so in writing within five working days of receiving written notification of the disciplinary action, stating the reasons for the appeal. Any documents submitted in support of the appeal must be attached. At the appeal, any disciplinary penalty imposed will be reviewed.

Arrangements for the appeal meeting will be made by the Chair (or Secretary if appropriate) who will ensure that a note-taker is present if possible. The appeal meeting should be held without unavoidable delay. Where possible, at least two Trustees will constitute an Appeal Panel and if possible excluding any who line-manage the employee and who made the decision which is the subject of the appeal.

You are entitled to be accompanied by a trade union representative or work colleague or a friend at the appeal if you make a reasonable request.

The meeting may be adjourned by the Appeal Panel hearing the appeal, if it is considered necessary to undertake further investigation. The meeting will be reconvened as soon as possible. 

After the meeting, the Appeal Panel will give you a decision, normally within 5 days. The decision of the Appeal Panel hearing the appeal shall be final.


Policy agreed: 6th October 2025 by Prime Time Trustees 
Date of review: October 2026 
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