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STAFF DISCIPLINARY PROCEDURE 
 

This policy applies to both members of teaching and support staff at the Academy. 
  
PURPOSE 
 
It is the hope of the King Fahad Academy that all staff will operate and perform their tasks in  
accordance with the highest possible standards of professionalism at all times.   
Clear guidelines are set out for Teachers in the Teachers Standards (England) and for all staff  
in the School’s Code of Conduct on what constitutes acceptable standards of performance  
and behaviour. The purpose of the Staff Disciplinary Procedures is to set out the ways in  
which the Academy will respond in the event that this is not so.  The procedures  
outlined serve to ensure that this is done in a fair and consistent manner. 
 
If you have less than two years’ service, you are not subject to this procedure.  

 
The Academy reserves the right, dependent upon the alleged offence/behaviour, to use or  
omit any steps in the procedure should it consider it appropriate and also reserves the right 
to have a flexible yet fair standard of disciplining employees if required. 
 

 
1 INTRODUCTION 

 
1.1 The Academy requires rules and procedures to be complied with to ensure a 

good relationship between employees and their Managers. It is hoped that 
there will be little need to use the disciplinary procedure, however, should it 
become necessary to take disciplinary action against employees for matters 
concerning failure to fulfil job tasks, behaviour, failure to follow Academy 
rules/procedures etc., the procedure laid down below should allow all relevant 
issues to be dealt with fairly. 

 
PROCEDURAL ARRANGEMENTS 

 
1.2 It is a basic principle that you have the right to be supported by a work 

colleague or an accredited Trade Union Representative at each stage of the 
formal Disciplinary Procedure.  

 
1.3 All parties involved with the disciplinary process, including any initial 

investigatory action, i.e., management, employee(s) and companion(s), should 
treat the matter in confidence unless it is mutually agreed that the matter can 
be discussed with others. 

 
1.4 It is not permissible to record, whether audio and/or visual, any meetings 

which take place as part of this procedure, without the express permission of 
the Academy.  

 
 
 

 



 

 

 

SICKNESS ABSENCE DURING THE INVESTIGATORY/DISCIPLINARY PROCESS  
 
1.5 It is not necessary to suspend the disciplinary or investigatory process simply 

because you are absent due to illness or refuse to attend despite reasonable 
adjustments being made to both the procedure and / or location.  The 
Academy may seek advice from your GP, in order to ascertain whether or not 
you are fit to engage in the process.  

 
1.6 Where you are not ‘fit’ to engage in the disciplinary or investigation process, 

the investigation can still continue.  At such time as you are required to attend 
an investigation interview, further advice will be sought from your GP. 

 
1.7 If you are declared ‘fit’ to attend meetings but not well enough to attend work, 

in such circumstances, you and /or your representative will remain free to 
attend the hearing.  The outcome will be communicated in writing to you 
including your right of appeal. 

 
 

INITIAL DECISION MAKING 
 

1.8 This procedure applies in circumstances where it is felt necessary to consider 
formal disciplinary action. Part of the normal function of management is to 
deal with minor matters of unsatisfactory conduct on a day-to-day basis and 
to inform you of any areas of concern.  Informal action for minor matters will 
normally be at the discretion of your immediate Manager and may be followed 
up with a ‘letter of concern.’ 

 
1.9 Management should decide, based on available information, whether a 

problem warrants the application of the formal disciplinary procedure. Further 
investigation may be needed before taking this decision.  

 
1.10 If Management considers that it is necessary to remove you from the 

workplace whilst investigations take place, you may be suspended 
immediately in accordance with this procedure. 

 
SUSPENSION  

 
1.11 In all cases where suspension is to occur, Management will inform you that you 

are to be suspended immediately, quoting the nature of the alleged offence, 
the purpose of the suspension, and its anticipated duration.  

 
1.12 Any suspension from work will be on full pay and may be made immediately 

at the time of the alleged incident or after an initial investigation. 
 
1.13 In the event that you become unfit for work or unable to attend any necessary 

meetings due to sickness, the Academy will review the decision to keep you on 
suspension and, following this review, your suspension may be lifted. If your 
suspension is lifted, you may no longer be entitled to full pay but will be 
entitled to Statutory Sick Pay in accordance with the Academy’s rules and 
procedures. 



 

 

 

 
REQUESTS FOR POSTPONEMENT OF MEETINGS/INTERVIEWS /APPEALS 
 
1.14 In these circumstances, it is your responsibility to propose an alternative date 

for a meeting; this should wherever possible be within 5 working days of the 
original date proposed.  

 
 

THE FORMAL DISCIPLINARY PROCESS AND STAGES 
 

1.15 Disciplinary action will not be considered until the case has been carefully and 
thoroughly investigated. 

 
1.16 A disciplinary hearing will be arranged as soon as practicable and you will 

normally be given 72 hours’ notice, or more, in writing of the requirement to 
attend a formal disciplinary hearing. The letter giving the date, time and place  

             of the hearing will also state the nature of the alleged offence and will identify 
the names of the individuals appointed who will be hearing the case and, it will 
also advise of the right to be accompanied. 

 
1.17 Copies of evidence and statements that are to be relied upon will be provided 

to you prior to the disciplinary hearing whenever possible. 
 

1.18 Your Line Manager will conduct the disciplinary hearing. The purpose of the 
hearing is for you to be interviewed and given the opportunity to explain your 
case. You must make every effort to attend any meetings arranged. 

 
1.19 If you (or your chosen companion) are unable to attend a disciplinary hearing, 

then the hearing may be postponed for up to one week.  
 

1.20 Your Line Manager will confirm the decision arising from the hearing to you in 
writing, normally within 5 working days and any right of appeal will also be set 
out in the letter.   

 
 
Verbal Warning 

 
1.21 You will be interviewed by your Line Manager and given an opportunity to 

explain your case. 
 

1.22 You will be given advice and help if possible, with regard to your poor 
performance, conduct and/or other breaches of good discipline and if a 
disciplinary warning is deemed necessary, a verbal warning will be given and a 
record of this will be kept on your personnel file and will not be considered 
spent until twelve months have elapsed from the date of the disciplinary 
hearing. 
 

 
 



 

 

 

This warning will be confirmed in writing by your Line Manager and will detail 
the names of the persons present during the meeting, the reason for the 
warning, the expected improvements, the timescale within which the 
improvement should occur and the consequences of failure to improve. 

 
 

Written Warning 
 

1.23 You will be interviewed by your Line Manager and given an opportunity to 
explain your case. 

 
1.24 If a Written Warning is deemed necessary, a record of this will be kept on your 

personnel file and will not be considered spent until twelve months have 
elapsed from the date of the disciplinary hearing. 

 
1.25 This warning will be confirmed in writing by your Line Manager and will detail 

the names of the persons present during the meeting, the reason for the 
warning, the expected improvements, the timescale within which the 
improvement should occur and the consequences of failure to improve. 

 
 
Final Written Warning 

 
1.26 You will be interviewed by your Line Manager and given an opportunity to 

explain your case. 
 
1.27 If a Final Written Warning is deemed necessary, a record of this will be kept on 

your personnel file and will not be considered spent until twelve months have 
elapsed from the date of the disciplinary hearing. 

 
1.28 This warning will be confirmed in writing by your Line Manager and will detail 

the names of the persons present during the meeting, the reason for the 
warning, the expected improvements, the timescale within which the 
improvement should occur and the consequences of failure to improve. 

 
Dismissal 

 
1.29 You will be interviewed by your Line Manager and given an opportunity to 

explain your case. 
 
1.30 If dismissal is deemed to be necessary then notice of termination of 

employment may be served on you, other than in cases of gross misconduct.  
 

             when summary dismissal might apply. This decision will be confirmed in writing 
by your Line Manager and will detail the names of the persons present, the 
reason for the dismissal and the date of termination of employment, together 
with any other matters arising from the dismissal. 

 
 
 



 

 

 

 
RIGHT OF APPEAL 

 
1.31 All members of staff have the right of appeal. 

 
1.32 You may appeal against any formal disciplinary action taken under this 

procedure. Any appeal should be to put in writing within five working days of 
receiving the letter confirming the decision arising from the hearing. 

 
1.33 The appeal should be submitted to the Director General  who has not been 

directly involved with the disciplinary action.  
 
1.34 When lodging an appeal, you should state; 
 

a.) If you are appealing against the findings that you have committed the 
alleged act/s of misconduct, then any appeal hearing would be a full re-
hearing of all the evidence in relation to the allegations against you as 
heard at the original hearing. The Director General at this appeal re-hearing 
will have the full range of disciplinary sanctions open to them. 

 
b.) If you are appealing against the level of disciplinary sanction imposed on 

you as a consequence of the original disciplinary hearing.  In this case, the 
Director General would be asked to review the original decision made.  This 
would not constitute a full re-hearing and any outcome from this review 
would either see the original sanction reduced or remain the same.  

 
1.35 There is no further right of appeal against the decision of the Director General. 

 
1.36 You also have the right to be accompanied by a work colleague or an 

accredited Trade Union Representative at any appeal meeting. 
 

 
 

Process 
 
 1.38 At any disciplinary hearing or appeal hearing you will have the right to:  

  

• Produce written statements and bring witnesses (All written statements 

shall be circulated to all parties at least 3 days in advance of the 

hearing);  

  

• Ask questions of any witnesses present.  

  

• Present your case (or be represented by up to two trade union 

representatives or one work colleague) prior to the decision being made 

whether or not to issue the warning or to dismiss.   

  



 

 

 

1.39 You will be given sufficient information about the allegations to enable you to 
answer the case at the hearing together with all documentary evidence to be 
presented by the management side during the hearing.   
The hearing will be conducted either by the Director General alone or with a  
member of the Board of Trustees depending on the seriousness of the case. 

 
 
  EXAMPLES OF MISCONDUCT AND GROSS MISCONDUCT 
 
  Misconduct 
 

● Persistent absenteeism or lateness. 

● Failure to follow absence-reporting procedures. 

● Poor effort or unsatisfactory completion of performance targets. 

● Minor breaches of policies and procedures. 

● Non-serious failure to comply with health, safety, hygiene and welfare 

requirements. 

● Failure to comply with a reasonable management instruction. 

● Misuse of property, facilities, and equipment. 

● Misuse of the e-mail, Internet or internal mailing facilities. 

● Minor disorderly, inappropriate conduct, or insubordination. 

● Wilful or excessive waste of the organisation’s time or materials. 

● Damage to property, equipment or material caused by carelessness. 

● Misrepresentation of fact – lying. 

 

 
 Gross Misconduct 

 
● Foul or abusive language. 

● Abusive, objectionable, or insulting behaviour. 

● Malicious allegations made against colleagues or pupils. 

● Any form of serious abuse or malpractice. 

● Incapacity through alcohol or drug consumption. 

● Supplying/possessing and/or taking illegal drugs and/or alcohol on the 

organisation’s premises. 

● Theft of others’ possessions. 

● Fraud, bribery or falsification of records. 

● Physical assault or threats of physical assault. 



 

 

 

● Gross immorality or indecent behaviour. 

● Harassment or discrimination of any kind. 

● Serious cases of non-compliance with health, safety, hygiene, and 

welfare instructions. 

● Serious breaches of policies or procedures. 

● Refusal to carry out reasonable management instructions or serious  

insubordination. 

● Breaches of confidentiality on any information associated with the 

organisation’s operations and/or residents. 

● Negligence or neglect of duty, which might expose the employer to a 

serious claim or bring the Academy into disrepute. 

 
1.37 Both lists are only examples and are not intended to be exhaustive or 

restrictive. Other issues not currently identified may also be considered as 
warranting disciplinary action being taken. 

 
1.38 In the case of gross misconduct, you may be summarily dismissed without 

notice and without the necessity of issuing warnings as previously detailed in 
this procedure. 

 

The Board of Trustees 

The Board of Trustees has overall responsibility for ensuring that the King 
Fahad Academy complies with all arrangements and obligations within this 
policy. 


