
Conatus Federation 

Disciplinary Procedure for School Staff 

Introduction 
 
Rules and procedures are necessary for promoting orderly employment relations as well as ensuring 

the fairness and consistency of treatment for all employees. While rules set the standards of 

conduct and performance at work, procedures help ensure that the standards are adhered to and 

also provide a fair method of dealing with alleged failures to observe them. 
 
The purpose of this disciplinary procedure is to clarify the process that should be followed in 

situations where it has become evident that an employee’s conduct is of an unsatisfactory level and 

should be seen as a way of helping and encouraging improvement. 
 
When the behaviour which is causing concern is an apparent failure of performance rather than of 
conduct, then it will be appropriate to instigate the capability procedure. 
 
No disciplinary action beyond an informal warning (or suspension from duty in the case of alleged 

gross-misconduct) will be taken against a shop steward, or other trade union representative, until 

the circumstances of the case have been discussed with a full-time official of the union concerned. 

 
This procedure has been developed in accordance with the ACAS Code of Practice on Discipline and 
Grievance and the Employment Act 2008. 
 
This procedure applies to all staff with the exception of the following: 
 
• employees who are within a probationary period as any issues of misconduct will generally 

be dealt with under the probation procedure  
• During or at the end of a fixed term contract of less than 26 weeks’ duration 
• To temporary employees with less than 26 weeks’ service  
• Agency workers. Please refer to the flowchart in Appendix N which details how to manage 

allegations against agency workers 
• Redundancy 
• Ill health cases  
• Dismissal as a result of an employee becoming disqualified from undertaking his/her 

duties because of a statutory provision 
 

 
Informal Management 
 
Routine support and supervision by line managers is an effective means of resolving potential issues 

early. Clear communication of expectations and discussion when these are not met will often result 

in a resolution of behaviours which, if continued, could result in instigation of the formal disciplinary 

procedure. 
 
General Principles  
The principles of this disciplinary procedure are: 
 
• When there is reason to believe that an employee’s conduct is of an unsatisfactory standard, 

matters will be dealt with as quickly as possible.  
• No formal disciplinary action will be taken against an employee until the case has been 

fully investigated and a disciplinary hearing has taken place.  
• Suspension is not in itself a form of disciplinary action and may take place in cases of 

alleged gross-misconduct or where there is a safeguarding concern.  
• Before any disciplinary action is taken against an employee the manager should satisfy 

himself/herself that disciplinary action is the most appropriate way of dealing with the issue. 
In many cases the matter may be dealt with satisfactorily in other ways e.g. counselling or 
informal discussion. 

 



• At every stage in the procedure, the employee should be advised of the nature of the 
complaint against him/her and given the opportunity to state his/her case before any 
decision is made.  

• At all formal disciplinary hearings the employee has the right to be accompanied by a union 
representative or a work colleague also employed by the school/The Royal Borough, and to 
call witnesses.  

• An employee will have an opportunity to hear the case against them and state their case.  
• An employee will not be dismissed for a first instance of misconduct, except in the case of 

gross-misconduct.  
• Employees have the right of appeal to any formal disciplinary sanction, i.e. written warning, 

final written warning and dismissal.  
• Throughout this procedure, any reference to HOS, Director of Children’s Services, Governors 

or employee shall be construed as relating equally to other persons authorised to take such 
action.  

• Throughout this procedure references to time limits relate to school working days. 
It is contrary to Royal Greenwich’s policy to discriminate against an employee on the grounds of any 
 

of the protected characteristics covered under the Equality Act [2010], that is age, disability, gender 

reassignment, marriage or civil partnership, pregnancy and maternity, race, religion/belief, sex and 

sexual orientation. Also, any other forms of discrimination, whether because staff work part time or 

in any way which affects the employment of any person across Schools in Royal Greenwich. Any 

action which is contrary to that policy is a serious matter and may lead to a disciplinary penalty. It 

may also be a breach of the law for which the individual concerned may be held personally liable. 
 

Responsibilities of the Governing Body 
 
Governors assume, under legislation, significant responsibilities in relation to the discipline and 
dismissal of staff: 
 
• The responsibility to ensure the fair handling of disciplinary procedures, specifically at the 
stages of hearing and appeal. 
 
• The authority to suspend and reinstate a member of staff. The HOS (Head of School) has the 

power to suspend also, but only the governing body can reinstate.  
• The authority to issue a warning or final warning, as a result of disciplinary action, 

whether on grounds of conduct or capability.  
• The overall responsibility for all dismissals at the school. These responsibilities are expected 

to be delegated to the HOS. Where the HOS does not have delegated responsibility (or the 
HOS is subject to disciplinary action), the initial decision should be delegated to one or more 
Governors.  

• Appeal hearings must be conducted by an appeal panel comprising of at least one 
Governor for appeals against written and final written warnings and a panel of three 
Governors for a potential dismissal. 

 
The Governing body must ensure that formal minutes of disciplinary and appeal hearings are 

always taken. Decisions of a hearing must be reported to the governing body at the next meeting 

following the exhaustion of the local disciplinary appeal procedure. 

 

All governing body panels should be convened with an appropriate gender/ethnic balance 
wherever possible. 

 

Governing bodies should ensure that no one who takes part in an initial disciplinary decision also 

hears the appeal. Furthermore, the governing body remains responsible for any decisions taken 

under delegated authority. 
 

It is recommended that each Governor sitting on a disciplinary/appeal panel should ask themselves 
whether there are any other personal circumstances or interests which might lead to their 

 



appearance being taken as that they are likely to be biased. If there are, then the Governor(s) 

concerned should withdraw and take no further part in the proceedings in order to ensure that 

there is a fair hearing. 
 

What constitutes a disciplinary offence? 
 
Minor cases of misconduct are usually best dealt with informally. There will, however, be situations 

where matters are more serious or where an informal approach has been tried but is not working. If 

informal action does not bring about the necessary improvement or the misconduct, is considered to 

be too serious to be classed as minor, formal disciplinary action should be considered. If misconduct 

is repeated after warnings, this may also constitute gross misconduct. 
 
A verbal warning is an informal warning for cases of minor infringements and constitutes the first 

step of the disciplinary procedure. This lets the employee know that their conduct is not acceptable 

and that if it does not improve they will be subject to the formal disciplinary procedure. Both 

parties should understand that informal action is not part of the formal disciplinary process and that 

employees do not have a statutory right to representation. 
 

The verbal warning will state: 
 
• details of the complaint 
 
• the improvement or change in behaviour required and the timescale, if appropriate, 

allowed for this 
• the likely outcome if the improvement is not made 
• that there is no right of appeal 
 
The verbal warning is confirmed to the employee in writing and a record will be kept on their 

personal file, but it will be disregarded for disciplinary purposes after six months’ satisfactory 

conduct. 
 

Rules of Conduct 
 
The public rightly expects high standards from people employed by the school/Royal Borough and 

it is therefore essential that there are clearly understood rules governing relationships between the 

school/Royal Borough and the public/pupils. In summary, the following are an indication of the 

standards of conduct that the school/Royal Borough expects of its employees and an indication of 

the kinds of conduct that may lead to formal disciplinary action, regardless of whether there has 

been an offence in law, and whether or not civil or criminal legal proceedings are being instituted. 

The list is not comprehensive and does not preclude the possibility of additional charges being 

brought, a breach of official instructions (including safety regulations, formal policies, security 

instructions, office or local notices, or in any other written or oral authoritative form): 

 

This General Code of Conduct list should not be considered to be either exclusive or exhaustive and 

the Staff/Schools Code of Conduct should also be referred to when dealing with disciplinary matters. 

If a complaint alleging misconduct against an employee is made, then the complaint should normally 

be received in writing. If initially given verbally, the person making the complaint should be expected 

to confirm the details in writing. Allegations of misconduct should be fully investigated. 

 

In addition the DfE provides guidance on dealing with allegations against staff; please refer to – 
Related Policies / Procedures / Guidelines. 
 

Gross Misconduct 
 
The most serious breach of the School’s/The Royal Borough’s conduct requirements is referred to as 
gross-misconduct and may warrant dismissal without notice (summary dismissal). 
 
If allegations constitute gross misconduct, this will be made clear to the employee in writing. The 
formal procedure will then be followed. If it is decided by a disciplinary panel that the allegations are 

 



proven, then in the absence of sufficient mitigating factors, summary dismissal is the most likely 
outcome, even for a first offence. 
 

 

Any action which is considered to be a fundamental breach of contract, or is so grave that the 

employee cannot be permitted to continue to be present at the place of work, may make the 

employee liable to immediate suspension. 
 
The Director of Children’s Services (in practice The Royal Borough’s Human Resources - HR) must be 

informed of any proceedings that may lead to an employee's dismissal. The Director is entitled, to 

be represented at such a hearing, in practice the hearing will be attended by HR. The Head and the 

Deputy Head of Human Resources must also be informed immediately of the suspension of any 

member of staff. In addition, conduct listed as misconduct, if repeated after warnings, may also 

constitute gross misconduct. The Staff/Schools Code of Conduct should be referred to when dealing 

with disciplinary issues 

 

Suspension 
 
A HOS considering suspension should discuss the matter with an HR Adviser in the first instance. 

 

An individual may be suspended from duty at any time if the circumstances warrant it. These 

circumstances include the arrest of an individual or the instigation of criminal proceedings or 

enquiries which the School/Royal Borough considers unacceptable. Suspension is not a punishment 

and will normally be on full pay. Where an employee is absent due to sickness, the suspension still 

applies and they will not be allowed to return to work until given permission to do so. 
 
Such a suspension may not necessarily lead to disciplinary proceedings and does not pre-judge the 

outcome of any proceedings which might arise. It is important to stress to the individual that they 

have not been dismissed and no action should be taken to suggest they have. If investigations do 

become protracted, regular contact with the individual should be maintained and they should be 

notified once the investigations have been completed. The necessity for the employee to remain 

suspended will be reviewed at regular intervals and where possible, lengthy periods of suspension 

will be avoided. 

 

The suspension of a member of staff is a neutral act and should only be used to enable a matter to 
be investigated, or in the interests of protecting children and/or staff. 
 
At the time of suspension the employee must be asked to disclose any other employment with The 

Royal Borough or elsewhere, and if appropriate, be informed that the investigating officer will be 
 
notifying Schools’ HR immediately. This may lead to the employee being suspended from other 
posts within The Royal Borough. 
 

Whilst on suspension an employee: 
 
• receives full pay 
 
• must not discuss the detail of any allegations with any other member of staff, pupils 

or parents without the written express permission of the governing body/HOS.  
• should refrain from any unnecessary contact with any person connected with the 

school/The Royal Borough which could compromise their position  
• must be given the name of a contact within the school for maintaining communication 

during suspension. The named person should be agreed with the employee. The named 
contact is not to discuss any aspect of the case  

• should book/take annual leave and report periods of sickness absence in the normal way 
except that this will be through their nominated school contact  

• should be kept informed of relevant school matters, through provision of school 
newsletters, notes of meetings, new policies etc. 

 
 



• should be contactable by telephone during normal school hours. However, most contact 
should be made in writing  

A suspension checklist is attached at Appendix D. 
 

 

Authority to Suspend 
 
Both the governing body and the HOS can suspend any staff employed or engaged to work at the 

school but only the governing body can lift the suspension. When imposing or lifting a suspension 

the governing body must immediately inform the HOS, or vice versa and the Director of Children’s 

Services via Schools’ HR. 

 

In the case of the governing body. , in practice this function would either be undertaken by the chair 

of Governors under urgency powers, or delegated to a Governor or group of Governors. This would 

avoid the governing body considering a suspension in full session and therefore avoid the possibility 

of undermining the impartiality of Governors who may be required to consider matters at a later 

stage at either a disciplinary or appeal hearing. 

 

In cases of alleged gross-misconduct by the HOS, the chair of the governing body or the chair of the 
governing body’s disciplinary panel may suspend the HOS. 

 

A suspension may only be ended by the governing body who must inform the HOS and the 
Director of Children’s Services (Schools’ HR) immediately. 
 

Criminal Proceedings 
 
The following arrangements apply irrespective of whether criminal offences are committed in the 

course of employment or outside of employment. Criminal offences include child abuse and abuse 

of young adults or vulnerable adults. 

 

In advance of any formal disciplinary hearing, the circumstances of the case should be fully 

investigated by an appropriate person. In some situations it may be appropriate to seek an 

explanation from the employee before deciding to proceed with a formal investigation. 
 
In cases of alleged or suspected child safeguarding the school’s Child Protection Officer, the Local 

Authority Designated Child Protection Officer (LADO) and Schools’ HR, must be informed 

immediately. 
 

Formal Disciplinary Processes 
 
Once a HOS is aware that disciplinary action should be considered, there are particular steps which 

have to be followed and certain people will be responsible for those steps. The table below 

outlines these steps. Note, where the employee is on a precautionary suspension, every effort 

should be made to ensure that the hearing is held as soon as possible and that the employee is 

notified of any delays. 
 

Step Responsible person 

HOS contacts HR Adviser about possible disciplinary HOS r or SLT. HR Adviser provide ongoing 

matter. support 

Preliminary enquiries. When facts are not clear or to Normally the HOS or SLT 

establish if a full formal investigation is required.  

  
 
 
 
 
 

 



HOS/SLT notifies individual in person and in writing HOS or SLT 

that matter will be formally investigated.  

Details of the Employee Assistance Programme to be  
provided.  

HOS/SLT decides on who should investigate the Investigating Officer 

matter with advice from HR.  

When evidence indicates a case to answer, HOS to decide whether disciplinary 

disciplinary hearing to decide and hear employee’s sanction is required. In the case of gross 

response. misconduct delegated authority to 

 dismiss would be required by the HOS 

 otherwise a minimum of one Governor 

 should chair the disciplinary hearing if 

 HOS does not have IDD. 

Where appeal lodged against a disciplinary decision HOS if no prior involvement in case or a 

short of dismissal. minimum of one Governor. 

Where appeal lodged against dismissal Within 20 days of receiving the appeal, a 

(appeals should be made within 10 days of the date panel of three Governors to hear the 

of the decision letter). appeal. 
  

 

 

The HOS, with advice from HR, will determine who should investigate the matter. There may be 

occasions when investigation by the line manager is not appropriate e.g. where they are a witness in 

the case. 

 

During the investigation interview, the employee should be offered an opportunity to be 

accompanied at the interview while not resulting in any undue delay. If the Trade Union 

representative is unable to attend on the date given, a date may be given up to 5 workings later. 

The employee should be made aware that the investigation is being carried out in accordance with 

this procedure and given a copy when presented with the allegations. Investigations should be 

carried out as quickly as possible with minimum disruption to service provision. HR Advisers are not 

required to be present/assist at Investigation interviews. 
 

Interviewing Employees and Witnesses 
 

Witnesses who are children 
 
If the investigation requires that children are to be interviewed these should be completed as soon 

as possible. Children may only be interviewed with either their parent present or with their parent’s 

written consent. Where several children/pupils are involved they should be interviewed individually 

and not collectively. 
 
Child witnesses are not normally required to attend a disciplinary hearing, therefore, as the 

employee will not have the opportunity to cross-examine them in the hearing, their evidence should 

be taken, prior to the disciplinary hearing, in the presence of the employee’s representative. 
 
Notes of each interview should be made, signed by the investigating officer and the 
employee’s representative, and retained confidentially. 
 

Disciplinary hearing 
 
Following a full investigation if the investigating officer decides that there is a disciplinary case 
to answer then a disciplinary hearing should be arranged. 


