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Policy Accountability and Implementation
Policy Title:	Disciplinary Policy for Employees
Policy Author / Reviewers:	Diane Troman
Policy Implementation:	Human Resources Team
Policy Monitoring and Compliance:	 Director of Human Resources
Policy Review Timeline:	This policy will be reviewed every three years or sooner subject to any legislative / contractual or College re-organisation
Synopsis:		
The purpose of the disciplinary policy is to:

· Consider how to resolve a matter related to the misconduct of an employee through an agreed, recognised, and well understood procedure which ensures that all concerned are aware of their rights and obligations.
· Help and encourage employees to achieve and maintain acceptable standards of conduct.
· Ensure consistent and fair treatment in relation to disciplinary action is taken in respect of unacceptable conduct

Policy Classification and Publication
Classification
· Essential Authority (EA)
Publication
· Intranet – Policy portal
Empowering/related legislative and/or authoritative references:
Instrument and Articles of Government of Further Education Corporations (1 January 2008, as modified in 2010 and 2012) - Articles 3, 10-11, 14, 16,17; Financial Memorandum; DfE statutory guidance on dealing with allegations of abuse by staff in Keeping Children Safe in Education
[bookmark: _Hlk35843005]Impact Assessment reference: IA51

Periodic Policy Review / Change History
Note: Please make it clear if change/review relates to procedures, guidelines and associated documents only or it is a rational for a new or substantive policy review

	Version


	Reviewed / Modified by:

	Change History 
	Advisory committee / groups or specialists
	Review / Meeting 
Date/s


	V2
	Director Human Resources
	No changes made (BD agreed full review would be undertaken for Sept 2017)
	
	28.8.15

	V3
	Bernadette Doyle
	Clarification about the role of HR in hearings/appeals
Removal of a ‘panel’ approach at hearing/appeal to one individual.
Replaced ‘oral’ with ‘verbal’
Records to be held by HR not manager for data protection purposes.

	
	November 2017

	V4
	Executive Director of Human Resources
	Migrated to new template. Review of policy and procedure to ensure it reflects current best practice. Now includes a section on Spent Warnings to incorporate data protection obligations. Other minor amends made mainly to wording.
	JCG and Flint Bishop LLP
	April 29th 2019

	V5
	Bernadette Doyle
	No changes, policy extended by the request of BD for a further 1 year.
	
	Feb 2022

	V6
	Diane Troman
	Consistent use of language, names and titles.
Clarity provided on timescales during the process and outcomes.

	JCG and Flint Bishop
FRC
Corporation
	December 2025
March 2026
March 2026


Policy Statement
The purpose of the disciplinary policy is to:

· Consider how to resolve a matter related to the misconduct of an employee through an agreed, recognised, and well understood procedure which ensures that all concerned are aware of their rights and obligations.
· Help and encourage employees to achieve and maintain acceptable standards of conduct.
Ensure consistent and fair treatment in relation to disciplinary action is taken in respect of unacceptable conduct.
Definitions
The Disciplinary Policy and Procedure describes the process to be followed in the case of employee misconduct and the possible sanctions that may be applied. It is, however, primarily meant to emphasise and encourage improvements in individual conduct.
Principles
· Disciplinary matters will be addressed and dealt with promptly and meetings, decisions or confirmation of those decisions should not be unreasonably delayed. 
· The policy and procedure will be applied fairly and consistently and with sensitivity in all instances.
· Every effort will be made to avoid the use of disciplinary action where other alternatives are more appropriate.
· At every stage of the procedure, the employee will be advised of the nature of the complaint against them and will be given an opportunity to state their case before any decision is made.
· [bookmark: _Hlk7528731]The employee has the right to be accompanied by a companion at disciplinary and appeal hearings; when being interviewed as part of any formal investigation; and when an employee is advised that they are being suspended. The chosen companion may be a fellow worker, a trade union representative, or an official employed by a trade union. In exceptional circumstances consideration will be given to the appropriateness of allowing someone else to act as companion e.g. if the employee is aged under 18 years old it might be deemed appropriate for a parent to act as their companion.
· No formal disciplinary sanction will be imposed without a disciplinary hearing.
· DCG reserves the right to implement the procedure at any stage taking into account the alleged misconduct of the employee. Other than in cases of gross misconduct, gross negligence or gross incompetence when the outcome may be dismissal without notice or payment in lieu of notice, no employee will be dismissed for a first offence.
· The employee will be given the right of appeal against any disciplinary sanction imposed at any stage of the procedure.
Scope and Limitations
This policy applies to all employees who have passed their initial probationary period other than ‘senior post holders’ as defined in the Instruments and Articles of Government. A separate policy and procedure applies to designated Senior Post Holders. 

In the interest of ensuring that disciplinary matters are resolved as speedily as possible, time frames are given for appropriate stages in this procedure. These are for guidance only. If it is not practicable or realistic to adhere to these time frames they may be amended, ideally by mutual consent. Due regard will be given to the personal circumstances of all parties involved in the procedure.

Although normal disciplinary standards will apply to their conduct as employees, no formal disciplinary action should be taken against a representative of a trade union until the circumstances of the case have been discussed with an employed officer of the union.
Responsibilities
Management

Line managers are required to ensure that acceptable standards are maintained and DCG’s policy and procedure is effectively applied. They are expected to notify HR of any allegations of misconduct which may necessitate formal disciplinary action under this procedure.

Employees

Employees should familiarise themselves with and are expected to observe and act in accordance with DCG’s policies and procedures. Every employee of DCG is responsible for their own behaviour and is expected to abide by DCG’s Code of Conduct and Code of Ethics.

Human Resources

HR will provide advice and guidance throughout the process of the procedure.  The advice and guidance provided by HR will be limited to process and procedure and on ensuring sanctions are consistent for employees committing similar misconduct. 

Where possible, a member of HR will be the Investigating Officer.

A member of HR will be present at all hearings and appeals. HR will also provide a note taker at hearings and where required at investigatory interviews.
 
A member of HR will be assigned to manage each case at all stages and should be informed of any concerns the employee or manager may have about the conduct of the process at any stage without delay. 
Implementation Arrangements
This policy and procedure have been impact assessed and will be implemented by managers in conjunction with HR.
Monitoring and Review
This policy and procedure will be reviewed on a regular basis in line with best practice and legislative requirements.
Guidelines
Specific guidelines in relation to this policy are included within the Disciplinary Procedure for Employees.
Procedures
Disciplinary Procedure for Employees:
· Introduction
· Investigation
· Precautionary suspension from duty
· Disciplinary Hearings
· Disciplinary Sanctions
· Stage 1 – Verbal Warning
· Stage 2 – First Written Warning
· Stage 3 – Final Written Warning
· Stage 4 – Dismissal
· Stage 5 – Summary Dismissal
· Appeals
· Criminal Offences
· Right to be accompanied
· Levels of Authority
· Disciplinary Process and Grievances
· Confidentiality
· Spent Warnings
· Guidelines
· Guidance for Appeal Hearing
Templates / Forms
There are no specific templates or forms in relation to this policy
Related Documents
DCG Policies and Procedures and Codes of Conduct
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