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Disciplinary Policy
& Procedure 


Purpose

This policy sets out the principles and procedures for handling disciplinary issues fairly and consistently across all personnel engaged by the organisation, including: 
· Contracted staff (employees)
· Sessional workers
· Volunteers
· Contractors

It ensures compliance with relevant UK legislation and guidance, protects the charity’s mission, staff, young people and promotes fair treatment. 

Scope

This policy applies to:
· All employees under contract
· Sessional workers and casual staff
· Volunteers
· Contractors and others engaged to work on behalf of the charity

It applies whether conduct occurs on or off site where it may affect the charity’s reputation or young people’s wellbeing. 

Principles 

The charity: 
· Will act fairly, reasonably and consistently
· Will provide clear information about expectations
· Recognises the legal rights of employees and others as applicable
· Will treat all parties with dignity and respect
· Seels to resolve matters promptly and proportionately 

This policy takes into account: 
· Employment Rights Act 1996
· Equality Act 2010
· Data Protection Act 2018 & UK GDPR
· Working Together to Safeguard Children 2018
· Safeguarding Vulnerable Groups Act 2006
· The ACAS Code of Practice on Disciplinary and Grievance Procedures 

Definitions

· Misconduct – Acts or omissions that fall short of standards
· Gross Misconduct - Serious acts that may justify summary dismissal 
· Sessional Worker – Person engaged on a sessional basis with variable hours

Roles and Responsibilities

Board of Trustees
· Ensure the policy meets legal and regulatory requirements
· Review and approve major disciplinary decisions involving senior staff

Line managers
· Apply the policy consistently
· Maintain accurate records 
· Seek HR or Trustee support as required

All Staff, Volunteers and Trustees
· Understand expected standards
· Participate honestly in any investigation
· Respect confidentiality requirements

Behavioural Expectations

All workers must: 
· Act in accordance with the charity’s Code of Conduct
· Work safely with young people, following safeguarding policies
· Treat others without discrimination, in line with the Equality Act 2010
· Respect confidentiality and data protection legislation

Informal Resolution

Minor issues should, where appropriate, be addressed informally:
· Early discussions between manager and individual
· Clear guidance and an agreed improvement plan
· No formal record unless repeated concerns arise

Formal Disciplinary Procedure

Investigation
Where concerns cannot be resolved informally, an investigation will be initiated:
· Appoint an impartial investigator
· Gather evidence and interview relevant parties
· Maintain confidentiality and comply with data protection

Notification of Disciplinary Hearing
Post-investigation, the individual will be notified in writing at least 5 working days before a hearing. Notification will include:
· Issues raised
· Evidence summary
· Possible consequences
· Right to be accompanied (employees and sessional workers; for volunteers/contractors this may be a support person)

 Disciplinary Hearing 
· Conducted by a manager/trustee not previously involved
· Individual given opportunity to state their case
· Consideration of evidence and representations
· Record outcome in writing within 5 working days

Possible Outcomes
Outcomes dependent on severity and evidence, including:
· No further action
· Informal warning
· Formal written warning
· Final written warning 
· Suspension (with pay for contracted staff, without pay for sessional workers/volunteers unless otherwise agreed)
· Demotion (if contractual terms allow)
· Termination of contract or volunteer agreement
· For contractors: termination of contract in accordance with contractual provision

Right of Appeal 
Individuals may appeal within 10 working days, stating grounds. An appeal hearing will be conducted by a more senior manager or trustee panel not previously involved. 

Gross Misconduct

Examples include (non-exhaustive): 
· Abuse, harm, or neglect of young people
· Theft, fraud, or serious financial impropriety
· Violence, harassment, or discrimination 
· Serious breach of safeguarding duties
· Serious breach of health and safety 
· Deliberate damage to property

Gross misconduct may result in summary dismissal or immediate termination. 

Safeguarding Considerations 

If disciplinary issues related to safeguarding: 
· Immediate referral to the Designated Safeguarding Lead (DSL)
· Follow safeguarding reporting procedures and statutory reporting duties
· Suspension may be necessary to protect young people while investigations proceed
· The charity’s safeguarding procedures supersede this policy where necessary 

Confidentiality 

Details of disciplinary matters will be shared only with those who need to know and handled in line with the Data Protection Act 2018 and UK GDPR legislation. 



Record Keeping

The charity will: 
· Maintain accurate records of investigations, hearing, warnings, appeals: 
· Retain records securely according to data protection requirements
· Records relating to disciplinary action will normally be removed from personnel files after the stated period of the final warning, subject to statutory minimums. 

Review

This policy will be reviewed annually or when legislative changes require. 
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