READING COMMUNITY LEARNING CENTRE[image: ]

DISCIPLINARY PROCEDURE POLICY 

I) PURPOSE AND SCOPE
This procedure is designed to help and encourage all employees to achieve and maintain standards of conduct, attendance and job performance. This procedure applies to all employees. The aim is to ensure consistent and fair treatment for all in the organisation. The policy does not form part of the employment contract. 

II) PRINCIPLES
Any problems with employees will, where possible, be resolved without any formal action having to be taken. If an employee's performance or conduct does not meet the standards required by Reading Community Learning Centre (“RCLC” or “the Centre”), their line manager will try to help them improve. The line manager will have an informal discussion with the employee as soon as a problem has been identified.  An explanation will be given as to what the employee is doing wrong and actions will be agreed. If the employee's poor conduct or performance continues formal disciplinary action will be taken. No disciplinary action will be taken against an employee until the case has been fully investigated. 
The Centre will consider and make reasonable adjustments where required, including for employees with disabilities or health conditions, to ensure a fair process.
For formal action the employee will be advised of the nature of the complaint against them and will be given the opportunity to state their case before any decision is made at a disciplinary meeting. Employees will be provided, where appropriate, with written copies of evidence and relevant witness statements in advance of a disciplinary meeting. At all stages of the procedure the employee will have the right to be accompanied by a trade union representative, or work colleague, advocate or informed friend (companion). No employee will be dismissed for a first breach of discipline except in the case of gross misconduct.  In the case of gross misconduct the penalty will be dismissal without notice or payment in lieu of notice. An employee will have the right to appeal against any disciplinary action. The procedure may be implemented at any stage if the employee's alleged misconduct warrants this. 
The Centre will aim to apply this procedure consistently while taking into account the specific circumstances of each case.
DISCIPLINARY ACTION
III) THE PROCEDURE
If informal action fails to achieve the required improvement in performance or behaviour, then this procedure is followed. This procedure applies to all employees. The level of formality may vary depending on length of service, including during probation. The procedure for probationary employees is described in Section VII.

i. Invitation to a Disciplinary Meeting
Following an investigation, the employee should, without unavoidable delay, be given a letter detailing the allegation, the possible consequences and inviting them to a disciplinary meeting.
This will also state that they have the right to be accompanied by a trade union representative, work colleague or companion at the meeting.
At the same time the employee will be provided with copies of all documentation and supporting evidence to be presented at the meeting. For further information on the meeting please refer to Appendix 1.
ii. Disciplinary Meeting
Where possible, a note-taker, who must be uninvolved in the case, will take down a record of the meeting.
If there are any witnesses, they should not be present throughout the meeting. They should be called in, one by one, to give their evidence and asked to leave once they have done so.
The CEO (or Chair of the Board of Trustees as appropriate) will open the meeting with an explanation of its purpose and will read aloud the allegations.
The employee and their representative can ask questions including of any witnesses called.
The CEO/Chair will then ask the employee if they wish to take the opportunity to respond to the allegations or concerns or if there are any mitigating circumstances to be taken into account. 
The CEO/Chair may question the employee and any witnesses called.
The CEO/Chair will summarise the main points of the discussion and ask the employee if they have anything further to say.
The CEO/Chair will then consider the details heard in private. They must decide whether the case against the employee has been established on the balance of probabilities, i.e., whether misconduct is confirmed, or the employee’s performance is found to be unsatisfactory.
If this is the case, when they are considering appropriate disciplinary action, they should also consider any special, mitigating circumstances, the employee’s previous disciplinary or performance record, how the Organisation has dealt with similar cases in the past and whether the proposed action is reasonable in view of all the circumstances.
The CEO/Chair shall give the employee written confirmation of the decision normally within ten five working days of the meeting. This will include notifying the employee of their right of appeal and the procedure to be followed.
Disciplinary Action
If following the disciplinary meeting it is decided to take action, one of the sanctions below may be applied.
Stage 1 - Written Warning
If conduct does not meet acceptable standards the employee will normally be given a written warning by their supervisor/line manager. They will be advised of the reason for the warning, that it is the first stage of the disciplinary procedure and of their right of appeal. A copy of this written warning detailing the complaint, the change in behaviour required; and dates for review will be kept in the employee’s personal file but will be disregarded for disciplinary purposes after six months.
Or
Improvement Note for Unsatisfactory Performance
If performance does not meet acceptable standards the employee will normally be given an improvement note by their supervisor/line manager. They will be advised of the reason for the note and of their right of appeal. A copy of this note detailing the performance problem; the improvement required; the set timescale for improvement; and dates for review will be kept in the employee’s personal file but will be considered spent after six months – subject to achieving and sustaining satisfactory performance.
Stage 2 – Final Written Warning 
If performance is still unsatisfactory or if a further misconduct occurs, or if the misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal (in effect both first and final written warnings), the employee will be given a final written warning. This will give details of the complaint; the improvement required; the set timescale for improvement; and dates for review. It will warn that dismissal may result if there is no satisfactory improvement and will advise of the right of appeal. A copy of this final written warning will be kept on file but will be disregarded for disciplinary purposes after 12 months (in exceptional cases duration may be longer) subject to achieving and sustaining satisfactory conduct or performance.
Stage 3 - Dismissal
If there is still further misconduct or failure to improve performance the final step in the procedure may be dismissal or some other action short of dismissal such as demotion or disciplinary suspension or transfer. Dismissal decisions can only be taken by the CEO or Chair of Board, and the employee will be provided in writing with reasons for dismissal, the date on which the employment will terminate, and the right of appeal. 
If some sanction short of dismissal is imposed, the employee will receive details of the complaint, will be warned that dismissal could result if there is no satisfactory improvement, and will be advised of the right of appeal. A copy of the written warning will be kept by the supervisor but will be disregarded for disciplinary purposes after six months subject to achievement and sustainment of satisfactory conduct or performance.
If conduct or performance is still unsatisfactory and the employee fails to reach the prescribed standards, or if the offence constitutes gross misconduct, dismissal will normally result. The employee will be provided as soon as reasonably practicable with written reasons for dismissal, the date on which their employment will terminate and be advised of the right of appeal.
IV.APPEAL
An employee may appeal against the decisions of the disciplinary meeting taken under this procedure to the Chair of the Board of Trustees, or if the Chair has already been involved in an earlier stage of the procedure, to the Vice-Chair (if in place) of the Board of Trustees.
The employee wishing to appeal against a disciplinary decision must do so in writing within five working days of receiving written notification of the disciplinary action, stating the reasons for the appeal. Any documents submitted in support of the appeal must be attached.
Arrangements for the appeal meeting will be made by the Chair (or Vice-Chair if appropriate) who will ensure that a note-taker is present if possible. The appeal meeting should be held without unavoidable delay. Where possible, at least two members of the Board will constitute an Appeal Panel and excluding any who line-manage the employee and who made the decision which is the subject of the appeal. With one person acting as a note taker. 
The decision following the appeal meeting will be given in writing to the employee.
The decision of the Appeal Panel or persons hearing the appeal shall be final.
V. GROSS MISCONDUCT 
The following list provides some examples of offences which are normally regarded as gross misconduct; please note: this list is not exhaustive. 
· theft or fraud 
· physical violence or bullying 
· deliberate and serious damage to property 
· serious misuse of the organisation’s property or name 
· deliberately accessing internet sites containing pornographic, offensive or obscene material 
· serious insubordination 
· unlawful discrimination or harassment 
· bringing the organisation into serious disrepute 
· serious incapability at work brought on by alcohol or illegal drugs 
· causing loss, damage or injury through serious negligence 
· a serious breach of health and safety rules 
· a serious breach of confidence. 

If you are accused of an act of gross misconduct, you may be suspended from work on full pay, normally for as short a period as possible and the matter will be kept under regular review, while the alleged offence is investigated. If, on completion of the investigation and the full disciplinary procedure, the organisation is satisfied that gross misconduct has occurred, this may result in summary dismissal without notice or payment in lieu of notice.
VI SUSPENSION
Suspension is not a disciplinary action and will normally be on full pay. It should only take place where it is considered that the employee may impede the disciplinary investigation or commit further offences if they remain at work. 
The CEO or Chair of the Board of Trustees will inform the employee in writing that they are to be suspended immediately stating the nature of the alleged offence, the purpose of suspension, and its anticipated duration.
Suspension in these circumstances should be no longer than required to complete the investigation.
If, on completion of the investigation and the full disciplinary procedure, the organisation is satisfied that gross misconduct has occurred, this may result in summary dismissal without notice or payment in lieu of notice.
VII PROBATIONARY EMPLOYEES
This procedure may be applied in a simplified or shortened form for employees during their probationary period. However, in all cases the requirements as outlined in the ACAS Code of Practice on Disciplinary and Grievance Procedures must be followed.
The Manager of a probationary employee will assess the employee’s performance through the probationary supervision and review process. Warnings will normally be given to employees before any final action being taken should there be concerns about performance or conduct.
Where dismissal of the probationary employee is considered due to unsatisfactory performance or conduct, or in cases of gross misconduct, the employee will be notified in writing of the problem, the time and venue for the probationary review meeting, their right to be accompanied by a trade union representative or a work colleague or companion of  their choice and the potential dismissal outcome. A meeting will be held, and the employee will be entitled to appeal.
If the employee wishes to appeal against the dismissal, they must do so in writing to the Chair within five working days of receiving written notification of the dismissal, stating the reasons for the appeal. Any documents submitted in support of the appeal must be attached.
Arrangements for the appeal hearing will be made by the Chair who will ensure that a note-taker is present if possible. Where possible, at least two members of the Board will constitute an Appeal Panel and excluding any who line-manage the employee and who made the decision which is the subject of the appeal. The employee may be accompanied by a trade union representative or a work colleague or companion of their choice at any appeal hearing.

STORING PERSONAL INFORMATION:
The table below outlines how RCLC complies with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018 in the context of this policy. Further details on how the Centre complies with data protection requirements can be found in our Data Protection Policy, Confidentiality Policy and Privacy Notice.
	Holding your personal information
	RCLC needs to store certain people’s personal information in order to carry out its day to day business. This includes staff administration and, as a result, dealing with disciplinary matters that arise.


	How your personal information will be stored
	All of the personal information that we hold will be stored in a locked cupboard or on a password protected computer.

	How long we will store your information for
	Personal information will be kept for as long as it is required.  Reasonable steps will be taken to make sure that information is kept up to date and data subjects have the right to ask RCLC to delete their data if it is no longer needed.

	The type of information that we will store
	RCLC needs to store data in relation to staff administration, fundraising, student databases, advice and information work.  These types of information are explained in more detail in the Data Protection Policy.

	Why we will keep your information
	Personal information in addition to that already stored in order to carry out day to day business may be needed in order to properly deal with disciplinary matters.

	The legitimate reason (or “lawful basis”) for us storing your information
	The reason for storing any personal information in addition to the information that we already have will be to deal with a disciplinary matter in a fair way.




	Date Approved by Board: 
	June 2026

	Review Date:
	July 2029 

	
Signed on behalf of the Board of Trustees  
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APPENDIX 1
Invitation to a Disciplinary Meeting
The meeting should ideally be arranged within five to ten working days of the alleged misconduct or poor performance issue, allowing reasonable time for the employee to prepare their case.
At all formal stages of the procedure the employee has a statutory right to be accompanied by a fellow worker or trade union representative. The Centre may, at its discretion, allow an alternative companion. Any entitlement offered above this is entirely at the discretion of the employer. This companion can speak at the meeting on behalf of the employee, but they cannot answer questions on behalf of the employee.
The organisation may decide to also allow employees to be accompanied at any formal investigatory meetings, but this is not essential under the ACAS Code.
Where the organisation employs only one worker or in other exceptional circumstances, the organisation may decide to allow the employee to be accompanied by a union representative or friend. Similarly, the organisation may allow them to be accompanied by a friend at any Appeal meeting.
The organisation must consider whether any reasonable adjustments are required for disabled employees, such as allowing a support worker or sign language interpreter to attend the meeting.
Where English is not the employee’s first language, reasonable steps should be taken to ensure they fully understand the process. This may include allowing additional time, providing key information in a clear and accessible format, or permitting a translator or interpreter where appropriate.
The employee should receive details about the problem in advance of any formal meeting to give them time to read and digest the information. To suddenly produce new information or allegations about an employee at a disciplinary meeting is likely to be seen as unreasonable.
Witten evidence from witnesses maybe gained where appropriate. It will be unusual for witnesses to give oral evidence at a disciplinary hearing. If witnesses are to be called, the employee should be notified in advance. Employees may request that witnesses attend, including at an appeal, where this is relevant and reasonable.
The notification letter should also explain the possible consequences such as a potential warning or dismissal.
If an employee fails to attend a disciplinary meeting, the organisation will normally rearrange the meeting at least one more time. If the employee continues to be absent but has a good reason such as sickness (including stress-related illness), the organisation should consider being more flexible about rearranging the meeting more than once where appropriate, or the organisation could offer to hold the meeting at a place or time more convenient to them or allow them to provide their response in writing or via their representative.
Ultimately, the employer can go ahead with the meeting in the absence of the employee and make a decision based on the information they have, as long as the employee has been given every opportunity to participate and put their side of the case. The employee should be warned that this will happen should they not turn up again. The employer should also consider any written representations made or representations made by the representative if they attend alone.
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