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Disciplinary Policy 

The Charter Schools Educational Trust 

1. Definition

Discipline is assessed by reference to The Charter Schools Educational Trust’s code of conduct, contractual 
obligations and other relevant disciplinary rules laid down by the Trust. Misconduct concerns may be about a 
single matter or a number of separate issues. 

2. Purpose and Scope

This procedure is designed to help and encourage all staff and volunteers to achieve and maintain appropriate 
standards of conduct. It applies to all employees of the Trust and volunteers who undertake activities for the 
Trust. The main purpose of the disciplinary policy is to encourage a member of staff or volunteer whose 
conduct is unsatisfactory to improve. Disciplinary action may, at its extreme, lead to dismissal. 

Informal verbal warnings do not form part of the formal disciplinary procedure. 

This Disciplinary policy applies to all staff who are permanent employees or directly employed fixed term staff 
of the Trust, whether full-time or part-time, in all teaching and support posts.  It also applies to volunteers 
who undertake activities in the Trust (including Trustees and Governors).  

This procedure does not apply to Supply Staff, contractors or agency workers. 

This policy may be used in accordance with the Allegations (of Abuse) against Staff and Volunteers Policy, and 
should be read alongside that policy.  

3. Discipline of Employee representatives

Any disciplinary action being contemplated in respect of staff representatives of recognised trade unions 
should not be instigated without the prior involvement of the full-time official or nominee of the appropriate 
trade union. 

4. Informal procedure

Cases of minor misconduct will normally be dealt with informally by a line manager through discussion, advice, 
coaching and counselling. The line manager should meet informally with the member of staff or volunteer to: 

 Inform the member of staff or volunteer of the areas in which performance or conduct is unsatisfactory

 Seek an explanation from the member of staff or volunteer and give consideration to any mitigating
circumstances

 State the level of improvement required and set clear standards of acceptable performance or conduct

 Agree any appropriate support/training

 Set a reasonable timescale for monitoring and review
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 State the action that may follow if the member of staff or volunteer fails to achieve the required
improvement in performance or conduct.

Line managers may issue informal verbal warnings in order to encourage and help members of staff and 
volunteers to improve. Informal warnings do not form part of the formal disciplinary procedure. 

5. Investigation procedure

As a first step, any disciplinary matter that cannot be resolved informally will be investigated by an 
Investigating Officer appointed by the Headteacher. 

The Investigating Officer will carry out a full and thorough investigation into the allegations, which will involve 
the gathering of evidence from the relevant parties. This will normally include obtaining written statements 
from witnesses and/or notes of witness interviews and conducting an investigation meeting with the 
employee. 

The Investigating Officer will write to the member of staff or volunteer inviting them to a meeting and give the 
following information: 

 Details of the allegations

 Copies of available information

 A copy of the disciplinary procedure

 Time and date of the investigation meeting

 Right to representation at any meeting.

Once the investigation is concluded, the Investigating Officer will either make a recommendation to the 
Headteacher for further action or no further action, or will find that the investigation has proved inconclusive. 

6. Suspension

The Headteacher has delegated power, from the Trust Board, to suspend a member of staff at their school 
from duty on full pay. This includes any other employment related activity including debarring the employee 
from entry into any Trust premises or usual place of employment until the investigation is complete and a 
disciplinary hearing arranged, if appropriate. The Headteacher has similar right to suspend a volunteer.  

Where the member of staff or volunteer concerned is a Governor or Trustee, then the Trust Board needs to 
be involved in accordance with the Trust Articles of Association, and the Headteacher should immediately 
discuss the appropriate process with the Chair of the Trust.  

Suspension should only be considered in extreme circumstances where the continued activities of the member 
of staff or volunteer: 

 Makes a fair investigation impossible

 Represents a serious risk to the safety of others or themselves

 Seriously undermines the reputation of the School/Trust.

As an alternative to suspension, the Headteacher or the Chair of Trust (if a Headteacher is the employee) may 
consider temporary variations to: 

 Duties

 Working arrangements
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 And/or an initial ‘cooling off’ period which should be mutually agreed for a period not exceeding three
days.

The Headteacher shall, after suspending an employee, immediately inform the Chair of the Local Governing 
Body and Chair of the Trust. 

When considering the suspension of a member of staff or volunteer, the Headteacher (or the Chair of the 
Trust if it involves the Headteacher) will arrange a meeting with the person concerned, unless this is totally 
impractical. The member of staff or volunteer may bring a trade union representative or a work colleague to 
this meeting. The member of staff or volunteer will be informed of the allegations and may make 
representation in respect of the proposed suspension. The Headteacher (or the Chair of the Trust if it involves 
the Headteacher) will then verbally confirm the decision at the meeting and in writing within two working 
days. If the decision is to suspend the employee, the letter will outline the reasons for the suspension and the 
nature of the allegations. 

Suspension during the course of an investigation is not a disciplinary sanction in itself and should be reviewed 
weekly. 

7. Formal Disciplinary Procedure

If the Investigating Officer recommends formal action, a Disciplinary Panel will be arranged to hear the case, 
usually comprising of a panel chair and staff Senior Leadership Team (SLT) members/governors. The 
disciplinary hearing will usually be chaired by the Headteacher, except in cases where the Headteacher has 
been directly involved in procedures leading to disciplinary action, or is a witness of particular conduct giving 
grounds for the disciplinary action in question, or the Headteacher is being considered for disciplinary action. 

In cases in which the termination of a Governor’s or Trustee’s role is being considered (other than through 
termination of their employment with the Trust), the disciplinary panel will be chaired by the Chair of the Trust 
or another Trustee appointed by the Chair. Note: the disciplinary hearing panel should consist of three panel 
members who have not previously been involved in the case 

The member of staff or volunteer will be informed in writing of the following: 

 The date, time and place with at least five working days’ notice from the date of the letter.

 The names of the panel chair and members (but this may be subject to change).

 The specific nature of the allegations.

 The right to submit written statements and bring witnesses.

 The right to be accompanied/represented by a trade union representative or work colleague employed by
the Trust (or in the case of volunteers, also other volunteers working for the Trust).

 Names of any management witnesses with their witness statements.

 Any supporting documents to be used as evidence by management.

 Likely outcome if allegations are proven i.e. warnings, dismissal.

If the member of staff or volunteer wishes to call witnesses or provide relevant paperwork, this should be 
submitted to the HR Director or the designated Panel Chair, as appropriate, at least three working days prior 
to the hearing. 
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If the member of staff or volunteer or their nominated representative is unable to attend on the date proposed 
the member of staff or volunteer can offer an alternative time and date. Normally only one postponement on 
these grounds will be permitted.  

8. Disciplinary sanctions

The possible sanctions arising from a disciplinary hearing are: 

 No further action.

 Guidance and/or training – appropriate for more minor breaches of conduct. The panel must set
timescales for review.

 First written warning – appropriate for first instances of misconduct, for which guidance has already been
given. First written warnings will remain live for three terms.

 Final written warning – appropriate where the misconduct is considered to be insufficiently serious to
justify dismissal but sufficiently serious to warrant only one warning. A final warning may be the first and
last warning, even if there is no previous record of disciplinary action against the employee and it must
draw the employee’s attention to the fact their job is at risk if they do not improve. Final written warnings
will remain live for six terms.

 Decision to cease working at the Trust by:

 Summary dismissal – appropriate in cases of gross misconduct where the breach is considered
sufficiently serious to dismiss without notice.

 Dismissal with notice – appropriate in cases where there have been earlier warnings to which the
employee has not made an adequate or appropriate response or the first instance of misconduct
appears sufficiently serious to warrant such action.

 Recommendation to the Trust Board to terminate a Governor’s or Trustee’s role.

9. Gross Misconduct

Where there has been an act of gross misconduct, the employee or volunteer will be dismissed without notice. 
Examples of what the Trust considers gross misconduct are set out below. This list is not exhaustive: 

 Conduct (whether committed at or outside work) which is likely to damage the Trust’s reputation;

 Indecent or violent behaviour whether committed at or outside work;

 Deliberate and serious misuse of, or deliberate damage to, Trust property;

 Fraud, theft or dishonesty;

 Deliberately accessing internet sites containing pornographic, offensive, or obscene material;

 Being on duty whilst unfit due to the influence of drugs and/or alcohol

 Bullying/harassment;

 Discrimination (including harassment or victimisation) on grounds of gender, sexual orientation, religion,
age, race or disability;

 Serious breach of health and safety rules/requirements;

 Causing loss, damage or injury through serious negligence;

 Wilful neglect or refusal of duty;

 Misuse of confidential information;

 Offences related to drug abuse, sexual misconduct and the abuse of children.
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10. Appeal

Employees may appeal against the following disciplinary sanctions: 

 Written warnings

 Determinations to cease working at the school/Trust.

Such a right of appeal must be exercised in writing to the Headteacher within five working days of being 
notified of the decision of the Disciplinary Hearing giving full details of the reasons for the appeal.  

Volunteers do not have any right of appeal. 

The Appeal Panel (a new panel of three staff, governors or Trustees) will arrange for an Appeal Hearing to take 
place as soon as reasonably practicable.   

Members of the Disciplinary Panel will not be allowed to be members of the Appeal Panel. 
The procedure at the Appeal Hearing shall be the same as that for the Disciplinary Hearing, save that there 
will be no right of appeal from the decision of the Appeal Panel. Where new evidence arises during the appeal 
the evidence will be made available to all parties and an opportunity will be given to all parties to comment 
before any action is taken.   

The Appeal Panel will be entitled to reach a different conclusion and impose a different sanction than that 
imposed by the Disciplinary Panel.  

The decision of the Appeal Panel is final. 

When the Appeal Panel has made a decision, it will be communicated in writing as soon as practicable, but 
within five working days at the most. 

If an appeal is made against a dismissal decision, that dismissal decision will have immediate effect so that, if 
the dismissal is by notice, the period of notice will have begun at the date given in the dismissal decision.  

If summary dismissal without notice has been imposed, there will not be an entitlement to be paid for the 
period between that decision and the decision of the appeal unless the employee has been reinstated on 
appeal.   

If the employee or volunteer, having been dismissed, is then reinstated on appeal, the continuity of 
employment will be unaffected. 

11. Confidentiality

It is incumbent upon all those involved in disciplinary proceedings to ensure that all records are kept 
confidential and that the proceedings are not discussed with people who are not directly involved. Any person 
found to be in breach of confidentiality will be liable to disciplinary proceedings. 

12. Records

The maintenance of accurate and contemporaneous records is essential. The panel dealing with the 
disciplinary should normally be accompanied by a note-taker. Notes are not necessarily verbatim, and there 
is no requirement for agreed minutes. 
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Records should be held in a secure and confidential manner, often the issues raised by an employee are 
particularly sensitive and it is essential that information is kept in accordance with the Data Protection Act 
2018. 

13. Employee Assistance Programme (EAP)

All employees have access to a free 24-hour, 365 days a year, confidential information, support and counselling 
service whenever they need it through the Trust’s EAP provider, Worklife Support. Further information on this 
service is available from the Trust’s Director of HR. 




