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         Disciplinary Policy 

 

The disciplinary process has been designed to help and encourage members of staff to achieve and maintain 
good standards of conduct, attendance and job performance.  On occasions staff may fall short of the expected 
standards of behaviour or performance, in these circumstances disciplinary action may be taken. 
 
At all stages of the disciplinary procedure a member of staff will: 
 

 Be given a right of reply to all and any allegations made against them before any decision or disciplinary 
action is taken.  

 
 Be advised of the nature of any disciplinary action taken against them and the consequences of such 

action. 
 

 Be advised of any improvement in conduct or performance required and over what time frame the 
improvement must be achieved. 

 
 Have the opportunity to be accompanied by a work colleague or Trade Union representative to any 

disciplinary hearing as described above. 
 

Investigations 

 
It is not always necessary to hold an investigatory meeting but where it is, everyone is required to co-operate fully 
with the investigation relating to disciplinary or grievance procedure. 
 

Suspension 

 
Cross Hayes Pre School may suspend a member of staff on full basic pay, in accordance with employment 
law/ACAS if it is felt their presence within the workplace may prove detrimental to themself, others or an on-going 
investigation into a disciplinary matter.  Suspension is not a disciplinary penalty and carries no implication of guilt.  
Whilst on suspension a member of staff must be available for work or meetings as required during normal working 
hours. 
 

Disciplinary Hearings 

 
 Disciplinary hearings will usually be conducted by the Chair of the Pre School Committee. 

 
 A member of staff has the right to be accompanied at any disciplinary or grievance hearing. 

 
 A member of staff’s representative has the right to explain or sum up their case, and to respond to any 

views expressed at the hearing.  The representative may not answer on the member of staff’s behalf.  If 
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the representative cannot attend on the date set for the meeting, Cross Hayes Pre School will always 
postpone the meeting for up to five days or, at its discretion, longer. 

 
 A member of staff must take all reasonable steps to attend the meeting.  Where the member of staff is 

unable to attend more than one meeting Cross Hayes Pre School may, in certain circumstances, hold the 
meeting in the absence of the member of staff and make its decision based on the evidence available to it 
at the time. 

 
 At the meeting the member of staff will be given the opportunity to respond and to put forward any defence 

or arguments they want.  They may ask questions, present evidence and call witnesses. 
 

Imposing the disciplinary penalty1 

 
Depending on the severity of the offence and taking into account all the circumstances the disciplinary action may 
take any one of the following forms: 
 

Stage 1 – first warning 

 
If conduct or performance is unsatisfactory, the employee will be given a written warning or performance note.  
Such warnings will be recorded but disregarded after three months of satisfactory service.  The employee will also 
be informed that a final written warning may be considered in there is no sustained satisfactory improvement or 
change.  Where the first offence is sufficiently serious, for example because it is having, or is likely to have a 
serious harmful effect on the organization, it may be justifiable to move directly to a final written warning 
 

Stage 2 – final written warning 

 
If the offence is serious, or there is no improvement in standards, or if a further offence of a similar kind occurs, a 
final written warning will be given which will include the reason for the warning and a note that if no improvement 
results within three months action at Stage 3 will be taken. 
 

Stage 3 – dismissal or action short of dismissal 

 
If the conduct or performance has failed to improve, the employee may suffer demotion, disciplinary transfer, loss 
of seniority (as allowed in the contract) or dismissal. 

 

Gross misconduct 

 
If, after investigation, it is confirmed that an employee has committed an offence of the following nature (the list is 
not exhaustive, the normal consequence will be dismissal without notice or payment in lieu of notice. 
 
Theft, damage to property, fraud, incapacity for work due to being under the influence of alcohol or illegal drugs, 
physical violence, bullying and gross insubordination 
 
Appeals 
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An employee who wishes to appeal against any disciplinary decision must go to the named person (Chair/ Vice 
Chair) within five working days.  The employer will hear the appeal and decide the case as impartially as possible. 
 
Forms of Misconduct 
 
The following are examples of Misconduct and Gross Misconduct. 
 
Misconduct 
 

 Poor time keeping 

 Unauthorised and unreasonable absence from work 

 Failure to meet the adequate standard of job performance 

 Failure to comply with procedures 

 Failure to answer a question during a properly constituted investigation 

 Minor violation of safety practices 

 Improper use of business funds or property 
 
Gross Misconduct 
 

 Abuse of a child 

 Theft or wilful damage of or negligence which leads to loss of, property or goods belonging to Cross Hayes 
Pre School. 

 Unauthorised disclosure or use of confidential information from Cross Hayes Pre School or about any of its 
attendees 

 Conduct likely to damage the reputation of Cross Hayes Pre School 

 Drunkenness and unlawful drug abuse 

 Discrimination on the grounds of age, sex, race, religious belief, disability or sexual orientation or 
harassment 

 Fraud, dishonesty or any other offence which would breach the law 

 Assault or attempted assault of other employees or members of public 

 Serious breach of the Health and Safety policies 
 

 
 

This policy was adopted at a meeting of  (name of provider) 

Latest review  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  

Name of signatory  

Role of signatory (e.g. chair, director or owner)  

 

Other useful publications 

 Learning Alliance Discipline and Grievance at work – The ACAS guide dated 2014 

 Cross Hayes Employment Policy (2015) 

 Cross Hayes Employee Performance Management Policy (2015) 
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