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DISCIPLINARY PROCEDURE 

1 POLICY STATEMENT 
  
1.1 The aims of this Disciplinary Procedure are to set out the standards of conduct expected of all 
 staff and to provide a framework within which Prior Park Educational Trust (PPET) can work 
 with employees to maintain satisfactory standards of conduct and to encourage improvement 
 where necessary. 
 
1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and consistently, by 
 taking steps to  establish the facts and to give employees the opportunity to respond before 
 taking any formal action.  
 
1.3 The PPET reserves the right to implement the procedure at any stage, as set out below, taking into 
 account the alleged misconduct of an employee. 
 
1.4 This policy is issued by way of guidance only. It does not form part of an employee’s contract of 
 employment or otherwise have any contractual effect. PPET is not obliged to follow this 
 procedure in every instance and it may vary it, including any time limits, as appropriate in any 
 case. PPET will comply with the spirit of the procedure and the rules of natural justice.  
 
1.5 This procedure will be reviewed periodically. Any amendment to it will be notified to employees 
 in writing. This may be by means of email or the intranet. 
 
1.6 Leading statutory authorities relating to this policy are Employment Rights Act 1996, 
 Employment Relations Act 1999 and Employment Act 2008. 

2 WHO IS COVERED BY THE PROCEDURE? 
 
2.1 The procedure applies to all employees within PPET, except those in their probationary period. The 

procedure does not apply to agency workers or self-employed contractors. All employees, including 
those in their probationary period have a responsibility to familiarise themselves,      and to observe 
provisions within this procedure and any subsequent changes.  

3 WHAT IS COVERED BY THE PROCEDURE? 

3.1 This procedure is used to deal with misconduct. It does not apply to cases involving genuine 
sickness absence, incompetence, incapability or other poor performance unless this is attributable 
to misconduct. In those cases reference should be made to the appropriate policy or procedure. 

3.2 Matters that the organisation views as amounting to disciplinary offences include (but are not 
limited to): 

• persistent poor timekeeping; 
• unauthorised absence; 
• poor attendance; 
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• minor damage to the organisation's property; 
• abusive behaviour; 
• unreasonable refusal to follow an instruction issued by a manager or supervisor; 
• smoking in non-designated areas of the organisation's premises; 
• failure to observe the organisation's procedures. 

3.3 Minor conduct issues can often be resolved informally between the employee and the line manager. 
These discussions should be held in private and without undue delay whenever there is cause for 
concern.  

In the case of minor offences or misconduct the employee may be given an informal verbal warning 
which will be recorded and placed on the employee’s personnel file. The warning will set out the 
nature of the misconduct, the change in behaviour required and the likely consequences of failure 
to improve or further misconduct. Verbal warning may be used for the purposes of any future 
disciplinary hearings.  

Formal steps will be taken under this procedure for more serious cases (if informal discussion is 
not appropriate), or in any case where an earlier informal discussion has not resulted in a 
satisfactory improvement. 

3.4 The employee will not normally be dismissed for a first act of misconduct, unless the PPET decides 
that this amounts to gross misconduct or the employee has not yet completed their probationary 
period.  

4 CONFIDENTIALITY 

4.1 PPET will deal with disciplinary matters sensitively and with due respect for the privacy of any 
individuals involved. All employees must treat as confidential any information communicated to 
them in connection with an investigation or disciplinary matter.  

4.2 The employee, and anyone accompanying the employee (including witnesses), must not make 
electronic recordings of any meetings or hearings conducted under this procedure.  

4.3 The employee will normally have access to the names of any witnesses whose evidence is relevant 
to disciplinary proceedings against him or her, unless PPET believes that a witness's identity should 
remain confidential. Statements from pupils will always be anonymised.  

5 INVESTIGATIONS 

5.1 A senior member of staff will promptly and thoroughly investigate any matter that is reasonably 
suspected or believed to contravene any of the organisation's policies or rules or may otherwise be 
a disciplinary matter.  

5.2 The employee will be informed as soon as possible as to the fact of an investigation and of the nature 
of the complaint. He or she must co-operate fully and promptly in any investigation. This will 
include informing PPET of the names of any relevant witnesses, disclosing any relevant documents 
to the Investigating Officer and attending investigative interviews, if required. 
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5.3 In cases of safeguarding allegations against a member of staff (and whether or not to suspend a 
member of staff), the process will be guided by the “Dealing with Allegations of Abuse Against 
Teachers & Staff” and the statutory guidance “Keeping Children Safe in Education”.     

5.4 The employee will not normally have the right to bring a companion to an investigative interview. 

5.5 The purpose of an investigation is to establish a fair and balanced view of the facts relating to any 
disciplinary allegations against the employee, before deciding whether to proceed with a 
disciplinary hearing. The amount of investigation required will depend on the nature of the 
allegations and will vary from case to case. It may involve interviewing and taking statements from 
the employee and any witnesses, and/or reviewing relevant documents. 

5.6 Investigative interviews are solely for the purpose of fact-finding and no decision on disciplinary 
action will be taken until after a disciplinary hearing has been held. 

5.7 If, after investigating the matter, it appears that there are no reasonable grounds for concern,      the 
employee will be informed and, if relevant, allowed to return to work as normal. 

5.8 PPET reserves the right to dispense with an investigatory interview and to proceed directly to a 
formal disciplinary hearing. 

6 CRIMINAL CHARGES 

6.1 Where the employee’s conduct is the subject of a criminal investigation, charge or conviction, PPET 
will investigate the facts before deciding whether to take formal disciplinary action. 

6.2 PPET will not usually wait for the outcome of any prosecution before deciding what action, if any, 
to take. Where the employee is unable or have been advised not to attend a disciplinary hearing or 
say anything about a pending criminal matter, PPET may have to take a decision based on the 
available evidence. 

6.3 A criminal investigation, charge or conviction relating to conduct outside work may be treated as a 
disciplinary matter if PPET considers that it is relevant to the employee’s employment. 

7 SUSPENSION 

7.1 There may be instances where employee’s suspension with pay is necessary while investigations are 
carried out. The organisation has the right to suspend with pay where there are reasonable grounds 
for concern that evidence may be tampered with, destroyed or witnesses pressurised before the 
disciplinary hearing, or if there is a potential risk to PPET, its staff, pupils or third parties in 
allowing the employee to remain at work. The suspension will be for no longer than is necessary to 
investigate the allegations. While suspended the employee should not visit PPET premises or 
contact any of staff, pupils or related third parties, unless he or she has been authorised to do so. 

7.2 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has 
already been made about the allegations.  
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7.3 Where appropriate, during any disciplinary investigation or suspension, the Headmaster or 
Foundation Business Director (FBD) may appoint a senior member of staff, who is not involved in 
the disciplinary procedure, to provide guidance and support to the member of staff under 
investigation or suspension.  

8 NOTIFICATION OF A HEARING 

8.1 If, following any investigation, PPET considers that there are grounds for disciplinary action, the 
employee will be required to attend a disciplinary hearing. PPET will inform the employee in 
writing of the allegations against him or her, the basis for those allegations, purpose of the hearing 
and what the likely range of consequences will be if it is decided after the hearing that the allegations 
are true. PPET will also include the following where appropriate: 

• a summary of relevant information gathered during the investigation; 
• a copy of any relevant documents which will be used at the disciplinary hearing;   
• a copy of any relevant witness statements, except where a witness's identity is to be kept 

confidential, in which case the organisation will give the employee as much information as 
possible while maintaining confidentiality; 

• employee’s right to be accompanied at the hearing by a fellow employee or trade union 
official.  

8.2 The employee will be given written notice of the date, time and place of the disciplinary hearing. 
The hearing will be held as soon as reasonably practicable. The employee will be given a reasonable 
amount of time to prepare his or her case, based on the information given to the employee. Usually, 
but not exclusively, five days’ notice of the hearing will be given. 

8.3 Where either party intends to call any relevant witnesses, advanced notice of their intention to do 
so must be given. 

9 THE RIGHT TO BE ACCOMPANIED 

9.1 The employee may bring a companion to any disciplinary hearing under this procedure. The 
companion may be either a trade union representative or a work colleague.  

9.2 The chosen companion has the right to address the hearing to put the employee’s case, sum up the 
case and respond on the employee's behalf to any view expressed at the hearing. The companion 
may also confer with the employee during the hearing. However, there is no requirement for the 
PPET to permit the companion to answer questions on behalf of the employee, or to address the 
hearing where the employee indicates that he/she does not wish this. 

9.3 A work colleague is allowed reasonable time off from duties without loss of pay. However no-one is 
obliged to act as a companion if they do not wish to do so. 

9.4 The employee must inform PPET who their chosen companion is, at least two days before the 
hearing. If the choice of employee’s companion is unreasonable, PPET may ask the employee to 
choose someone else, for example: 
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• if in the PPET’s opinion the companion may have a conflict of interest or may prejudice the 
meeting; or 

• if the companion is unavailable at the time a meeting is scheduled and will not be available 
for more than five working days afterwards. 

10 PROCEDURE AT DISCIPLINARY HEARINGS 

10.1 Typically, the hearing will be chaired by the Headmaster, FBD or other senior member of staff, who 
has no prior involvement with the allegations. The PPET may also appoint a disciplinary panel to 
hear the matter. A deputy may take the place of any of those involved, with the exception of the 
employee who is the subject of the procedure, and providing that this will not jeopardise the 
likelihood of a fair outcome. The Investigating Officer and a note taker will usually be present but 
will not be involved with the decision making process. 

10.2 If the employee or their companion cannot attend the hearing, the employee should inform PPET 
immediately and the organisation will seek to arrange an alternative time. The employee must make 
every effort to attend the hearing, and failure to attend without good reason may be treated as 
misconduct in itself. If the employee is persistently unable to attend the hearing (for example for 
health reasons), PPET may have to take a decision based on the available evidence. 

10.3 At the disciplinary hearing the Chair will go through the allegations against the employee and the 
evidence that has been gathered. The Chair will set out the required standards of conduct.          The 
employee will have the right to: 

• be given a full explanation of the case against him or her and be informed of the content of 
any statements provided by witnesses;  

• set out his or her case and answer any allegations;  
• ask questions, present evidence and call relevant witnesses (provided that sufficient 

advance notice was given); and 
• raise points about any information provided by witnesses.  

10.4 The hearing may be adjourned if it is decided that the organisation needs to carry out any further 
investigations such as re-interviewing witnesses in the light of any new points which have been 
raised at the hearing. Any adjournment will normally be for a specified period of time. If further 
information is gathered, the employee will be allowed a reasonable period of time, together with 
his or her fellow employee or trade union official, to consider the new information prior to the 
reconvening of the disciplinary proceedings. 

10.5 On completion of the hearing the Chair or the disciplinary panel will retire to consider the decision. 
The decision will be made on the balance of probabilities where the Chair or the disciplinary panel 
will have a reasonable belief that the act of misconduct has occurred. As soon as reasonably 
practicable, the Chair or the disciplinary panel will inform the employee in writing of its decision 
and its reasons for it. Where possible, explanation will also be provided in person. 
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11 DISCIPLINARY HEARING OUTCOMES 

11.1 If, following the disciplinary meeting, it is decided that disciplinary action is warranted, a sanction 
will be issued and the employee will be advised of the decision in writing, which will specify the 
details of: 

• formal nature of warning, the reason/s for it and its duration; 
• the areas in which the employee failed to meet the required conduct standard; 
• any action required by the employee to remedy the situation and, if appropriate, over what 

period;  
• the consequences of continued or subsequent failure to reach and sustain the required 

standard of conduct or performance; 
• the right of appeal 

 
During the period during which the sanction is “live”, the organisation may rely on such a warning 
in the event of further misconduct on the part of the employee. The warning will ordinarily state 
that any further misconduct will render the employee liable to further, more severe disciplinary 
action. In case of final written warning, the employee will be informed that further misconduct is 
likely to result in his or her dismissal. 

 
11.2 A sanction may be imposed at any level including summary dismissal depending on the 

circumstances. Sanctions may be imposed in conjunction with other forms of disciplinary action, 
or as an alternative to dismissal. Any sanction will be within a range of reasonable responses. PPET 
aims to treat all employees fairly and consistently, and a penalty imposed on another employee for 
similar misconduct will usually be taken into account but should not be treated as a precedent. Each 
case will be assessed on its own merits. No penalty should be imposed without a hearing. 

11.3 STAGE 1: FIRST WRITTEN WARNING   

 Where there is a further offence or a repetition of earlier minor offences or a failure to improve, 
the PPET may decide to hold a Stage 1 disciplinary hearing. The PPET will send the employee 
written notice of the hearing as set out in paragraph 8.1. 

 Following a Stage 1 disciplinary hearing, if it is decided that the employee’s conduct is 
unsatisfactory, the PPET will issue a first formal written warning. The warning will contain details 
as set out in paragraph 11.1. 

11.4 STAGE 2: FINAL WRITTEN WARNING 

 A final written warning will usually be appropriate for: 
• misconduct where there is already an active written warning on the employee’s record; or 
• misconduct that we consider sufficiently serious to warrant a final written warning even 

though there are no other active warnings on your record. 
• A final written warning may also be appropriate where a serious disciplinary offence 

amounting to gross misconduct has been committed, thereby justifying summary dismissal, 
but the organisation decides, after taking into account all appropriate circumstances, that a 
lesser penalty is appropriate. 
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If it is decided to hold a Stage 2 disciplinary hearing, the PPET will send the employee written notice 
of the hearing as set out in paragraph 8.1. Following a Stage 2 disciplinary hearing, if it is decided 
that the performance is unsatisfactory, the PPET will give the employee a formal final written 
warning. The warning will contain details as set out in paragraph 11.1. 

11.5 STAGE 3: DISMISSAL  

Dismissal will usually only be appropriate for: 
• any misconduct during your probationary period; 
• further misconduct (continued failure to act on previous warnings) where there is an active 

final written warning on record; or 
• any gross misconduct regardless of whether there are active warnings on record. Gross 

misconduct will usually result in immediate dismissal without notice or payment in lieu of 
notice (summary dismissal).  

PPET will send the employee written notification of the hearing as set out in paragraph 8.1. 

If the decision is taken to dismiss the employee, the following information will be set out in a letter 
to the employee as soon as reasonably practicable: 

• the reason for dismissal; 
• the date on which the contract between the parties will terminate; 
• the appropriate period of notice or pay in lieu of notice (unless the dismissal is for gross 

misconduct; 
• the right to appeal against the decision. 

 
Alternatives to dismissal. In some cases the organisation may be at discretion to consider 
alternatives to dismissal. These will usually be accompanied by a final written warning.  Examples 
include: 

• Transfer to another department or job 
• Demotion or loss of seniority 
• Reduction in pay 
• A period of suspension without pay 
• Loss of future pay increment   
• Loss of overtime 

12 GROSS MISCONDUCT 
 
12.1 Gross misconduct is misconduct of such a serious and fundamental nature that it breaches the 

contractual relationship between the employee and the organisation. 
 
12.2 In exceptional circumstances, an employee may be dismissed without notice or pay in lieu of notice 

if it has been established, after investigation and after hearing the employee’s explanation at a 
disciplinary meeting, that there has been an act which constitutes gross misconduct. 

 
12.3 Examples of actions which might constitute gross misconduct include (but are not limited to): 

• discrimination on the grounds of sex, sexual orientation, race, disability, age, religion or 
belief or any other protected characteristic; 
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• contravention of the Equal Opportunities Statement; 
• bullying or harassment of colleagues, pupils or parents; 
• abuse or suspected abuse of position of trust in relation to pupils;  
• sexual misconduct at work;  
• assault or attempted assault on the members of staff, pupils or the public; 
• being under the influence of drink or illegal drugs at work; 
• disorderly or threatening conduct on school premises; 
• indecent, violent or offensive behaviour whether committed at or outside work; 
• gross insubordination (including wilful neglect or refusal of duty); 
• serious breach of health and safety rules; 
• negligence resulting in serious loss, damage, or injury; 
• falsification of records; 
• misuse of confidential information; 
• any offences of dishonesty; 
• theft or fraud from any PPET school or fellow employee; 
• deliberate or serious damage or misuse of PPET property or that of a fellow employee; 
• certain convictions on a criminal charge; 
• conduct which is likely to bring the PPET into disrepute; 
• breach of PPET policies or procedures (including breach of the PPET IT and Internet 

policy); 
• other acts of misconduct which may come within the general definition of gross 

misconduct. 
 

12.4 Dismissal does not necessarily follow gross misconduct. Even where gross misconduct is proved, 
 PPET will still consider the gravity of the offence and alternatives to dismissal. Proper weight will 
 be given to any mitigating factors (such as the employee’s previous record). 
 
13 THE EFFECT OF A WARNING 

13.1 A first written warning and a final written warning will usually remain active for 12 months. 

13.4 The employee’s conduct may be reviewed at the end of a warning's active period and if it has not 
improved sufficiently the organisation may decide to extend the active period.  

13.5 After the active period, the warning will remain permanently on the employee’s personnel file but 
will be disregarded in deciding the outcome of future disciplinary proceedings.  

 

 14 REFERRALS FOR TEACHER MISCONDUCT (THIS PARAGRAPH ONLY APPLIES TO TEACHERS) 
 
14.1 Where a teacher has been dismissed because they are guilty of serious misconduct or have resigned 

instead, PPET will consider whether it would be appropriate to make a referral to National College 
for Teaching and Leadership (NCTL). 

 



 
Prior Park Educational Trust, Charity No: 281242, Co. No: 01521832, Registered Office: Prior Park 

College, Ralph Allen Drive, Combe Down, Bath BA2 5AH  
 

11 
 

14.2 In order to determine whether to make a referral; PPET will consider whether the teacher’s 
misconduct is so serious that it warrants a decision on whether the teacher should be prevented 
from teaching again. Generally, this will be appropriate when a teacher’s behaviour “has been 
fundamentally incompatible with being a teacher” and when they are: 
 

• found guilty of unacceptable professional conduct (of a serious nature); 
• found guilty of conduct that may bring the profession into disrepute; or 
• convicted of a relevant offence (one that relates to fitness to be a teacher and either: 

contrary to the standards of professional conducted expected of them or; likely to have an 
impact on the safety or security of pupils or; led to a term of imprisonment) 

 
A referral to NCTL has no impact on PPET’s duty to refer safeguarding matters involving any 
member of staff to the Disclosure and Barring Service (DBS). This will occur if PPET thinks there 
is a risk of harm or actual harm to a child. 

 
15 APPEALS AGAINST DISCIPLINARY ACTION  

15.1 The employee has the right to appeal against any penalty imposed by a Disciplinary Panel or against 
any dismissal. The appeals procedure is set out in the PPET Appeals policy. 
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CAPABILITY PROCEDURE 

1 POLICY STATEMENT  

1.1 The primary aim of this procedure is to provide a framework within which Prior Park Educational 
Trust (PPET) can work with employees to maintain satisfactory performance standards and to 
encourage improvement where necessary. 

1.2 It is our policy to ensure that concerns over capability-related performance are dealt with fairly, by 
taking steps to establish the facts and to give employees the opportunity to respond at a hearing 
before any formal action is taken.  

1.3 The PPET reserves the right to implement the procedure at any stage, as set out below, taking into 
account the alleged poor performance of an employee. 

1.4 This policy is issued by way of guidance only. It does not form part of an employee’s contract of 
employment or otherwise have any contractual effect. PPET is not obliged to follow this procedure 
in every instance and it may vary it, including any time limits, as appropriate in any case. PPET will
 comply with the spirit of the procedure and the rules of natural justice.  

1.5 This policy will be reviewed periodically. Any amendment to it will be notified to employees in 
writing. This may be by means of email or the intranet.  

1.6 Leading statutory authorities relating to this policy are Employment Rights Act 1996, Employment 
Relations Act 1999 and Employment Act 2008. 

2 WHO IS COVERED BY THE PROCEDURE? 
 
2.1 The procedure applies to all employees within PPET, except those in their probationary period.       

The procedure does not apply to agency workers or self-employed contractors. All employees, 
including those in their probationary period have a responsibility to familiarise themselves and to 
observe provisions within this procedure and any subsequent changes.  

3 WHAT IS COVERED BY THE PROCEDURE? 
 
3.1 This procedure is used to deal with poor performance due to a lack of ability, experience or 

qualifications or on health grounds. It does not apply to cases involving misconduct. In cases of 
misconduct reference should be made to the disciplinary procedure.  

4 IDENTIFYING PERFORMANCE ISSUES 

4.1 In the first instance, performance issues should normally be dealt with informally between the 
employee and his or her line manager as part of day-to-day management. Where appropriate,       a 
note of any such informal discussions may be placed on the employee’s personnel file and it may be 
used for the purposes of any future capability hearings. Informal discussions may help to: 

• identify areas of concern; 
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• clarify the required standards;  
• establish the likely causes of poor performance and identify any training needs; and 
• set targets for improvement and a time-scale for review. 

4.2 In the case of minor instances of poor performance the employee may be given an informal verbal 
warning, which will be recorded, and which will set out details of the poor performance, 
improvement targets and the time period for improvement. Verbal warning may be used for the 
purposes of any future capability hearings. The formal procedure should be used for more serious 
cases, or in any case where an earlier informal discussion has not resulted in a satisfactory 
improvement. 

4.3 Employees will not normally be dismissed for performance reasons without previous warnings. 
However, in serious cases of gross negligence or in any case involving an employee who has not yet 
completed their probationary period, dismissal without previous warnings may be appropriate. 

4.4 If the organisation has concerns about employee’s performance, an assessment will be undertaken 
to decide if there are grounds for taking formal action under this procedure. The procedure involved 
will depend on the circumstances but it may involve reviewing the employee’s personnel file 
including any appraisal records, gathering any relevant documents, monitoring the employee’s 
work and, if appropriate, interviewing him or her and/or other individuals confidentially regarding 
the employee’s work. 

5 LONG TERM SICKNESS ABSENCE AND DISABILITIES  
 
5.1 The PPET aims to support all employees, in particular those on long term sickness absence, and to 

facilitate their return to work as soon as possible. The PPET will normally carry out regular reviews 
of the employee's length of absence, state of health and readiness to return, as well as whether or 
not anything can be done to facilitate his or her return. This should be done in discussion with the 
HR department. Where appropriate, the PPET may involve occupational health specialist. Where 
an employee’s underperformance is as a result of long term sickness absence then the PPET will 
normally seek medical advice prior to making a decision about an employee’s ongoing employment. 
The PPET will also consider whether there are any reasonable adjustments which can be made to 
assist the employee to perform their role.  

5.2 Consideration will be given to whether poor performance may be related to a disability and, if so, 
whether there are reasonable adjustments that could be made to the employee’s working 
arrangements, including changing your duties or providing additional equipment or training. PPET 
may also consider making adjustments to this procedure in appropriate cases. 

5.3 If the employee wishes to discuss this or inform the organisation of any medical condition he or she 
considers relevant, the employee should contact his or her line manager or the HR Department. 

6 CONFIDENTIALITY 

6.1 PPET will deal with performance matters sensitively and with due respect for the privacy of any 
individuals involved. All employees must treat as confidential any information communicated to 
them in connection with a matter which is subject to this capability procedure.  
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6.2 The employee and anyone accompanying him or her (including witnesses), must not make 
electronic recordings of any meetings or hearings conducted under this procedure.  If an employee 
is found to have made any recordings in breach of this clause they may be subject to disciplinary 
action. 

6.3 The employee will normally be told the names of any witnesses whose evidence is relevant to his or 
her capability hearing, unless PPET believes that a witness's identity should remain confidential. 

7 INVESTIGATION AND SUSPENSION 
 
7.1 A senior member of staff will promptly and thoroughly investigate any concerns relating to 

capability. The purpose of the investigation will be to establish a fair and balanced view of the facts 
relating to any capability allegations. 

 
7.2 Where the employee is accused of an act of serious or gross negligence, he or she may be suspended 

from work, on full pay and benefits, pending the outcome of the capability or disciplinary 
procedure. Where appropriate, during any investigation or suspension, the Headmaster or the FBD 
will appoint a senior member of staff, who is not involved in the capability or disciplinary 
procedure, to provide guidance and support to the member of staff under investigation or 
suspension. 

 
7.3 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has 

already been made about the allegations. 

8 NOTIFICATION OF A HEARING 

8.1 If it is considered that there are grounds for taking formal action over alleged poor performance, 
the employee will be required to attend a capability hearing. PPET will notify the employee in 
writing of its concerns over the employee’s performance, the reasons for those concerns, purpose 
of the hearing and the likely outcome if it is decided after the hearing that your performance has 
been unsatisfactory. The organisation will also include the following, where appropriate: 

• a summary of relevant information gathered as part of any investigation; 
• a copy of any relevant documents which will be used at the capability hearing; 
• a copy of any relevant witness statements, except where a witness's identity is to be kept 

confidential, in which case PPET will give the employee as much information as possible 
while maintaining confidentiality; 

• employee’s right to be accompanied at the hearing by a fellow employee or trade union 
official 

8.2 The employee will be given written notice of the date, time and place of the capability hearing. The 
hearing will be held as soon as reasonably practicable. The employee will be given reasonable time 
to prepare his or her case based on the information given to the employee. Usually, but not 
exclusively, five days’ notice will be given. 

8.3 If either part intends to call any relevant witnesses, advanced notice of their intention to do so must 
be given. 
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9 THE RIGHT TO BE ACCOMPANIED 

9.1 The employee may bring a companion to any capability hearing under this procedure. The 
companion may be either a trade union representative or a work colleague.  

9.2 The chosen companion has the right to address the hearing to put the employee’s case, sum up the 
case and respond on the employee's behalf to any view expressed at the hearing. The companion 
may also confer with the employee during the hearing. However, there is no requirement for the 
PPET to permit the companion to answer questions on behalf of the employee, or to address the 
hearing where the employee indicates that he/she does not wish this. 

9.3 A work colleague is allowed reasonable time off from duties without loss of pay but no-one is obliged 
to act as a companion if they do not wish to do so. 

9.4 The employee must inform PPET who their chosen companion is, at least two days before the 
hearing. If the choice of employee’s companion is unreasonable PPET may ask the employee to 
choose someone else, for example: 

• if in our opinion the companion may have a conflict of interest or may prejudice the 
meeting; or 

• if the companion is unavailable at the time a meeting is scheduled and will not be available 
for more than five working days afterwards. 

10 PROCEDURE AT CAPABILITY HEARINGS  

10.1 Typically, the hearing will be chaired by the Headmaster, FBD or other senior member of staff. The 
PPET may also appoint a capability panel to hear the matter. A deputy may take the place of any of 
those involved, with the exception of the employee who is the subject of the procedure, and 
providing that this will not jeopardise the likelihood of a fair outcome. The Investigating Officer 
and a note taker will usually be present but will not be involved with the decision making process. 

10.2 If the employee or their companion cannot attend the hearing, the employee should inform PPET 
immediately and the organisation will seek to arrange an alternative time. The employee must make 
every effort to attend the hearing, and failure to attend without good reason may be treated as 
misconduct. If the employee is persistently unable to attend the hearing (for example for health 
reasons), PPET may have to take a decision based on the available evidence. 

10.3 The aims of a capability hearing will usually include: 

• addressing concerns relating to employee’s performance and employee’s response; 
• setting out the required standards that the organisation believes the employee may have 

failed to meet, and going through any relevant evidence that has been gathered; 
• allowing the employee to ask questions, present evidence, call witnesses, respond to 

evidence and make representations; 
• establishing the likely causes of poor performance including any reasons why any measures 

taken so far have not led to the required improvement; 
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• identifying whether there are further measures, such as additional training or supervision, 
which may improve performance; 

• where appropriate, discussing targets for improvement and a time-scale for review; 
• the likely consequence of further instances of poor performance, or failure to improve 

within a specified time. 
• if dismissal is a possibility, establishing whether there is any likelihood of a significant 

improvement being made within a reasonable time and whether there is any practical 
alternative to dismissal, such as redeployment. 

10.4 The hearing may be adjourned if it is decided that the organisation needs to carry out any further 
investigations such as re-interviewing witnesses in the light of any new points the employee has 
raised at the hearing. Any adjournment will normally be for a specified period of time. If further 
information is gathered, the employee will be allowed a reasonable period of time, together with 
his or her fellow employee or trade union official, to consider the new information prior to the 
reconvening of the capability proceedings. 

10.5 On completion of the hearing the Chair or the capability panel will consider the decision. As soon 
as reasonably practicable, the capability panel will inform the employee in writing of its decision 
and its reasons for it. Where possible, explanation will also be provided in person. 

11 CAPABILITY HEARING OUTCOMES  

11.1 If, following the capability hearing it is decided that capability action is warranted, a sanction will 
be issued and the employee will be advised of the decision in writing, which will specify the details 
of: 

• formal nature of warning and reasons for it; 
• the areas which failed to meet the required performance standard; 
• any action required by the employee to remedy the situation;  
• any measures which will be taken with a view to improve performance (additional training 

and/or supervision); 
• targets for improvement and a time-scale for review 
• duration of warning and the consequences of continued or subsequent failure to reach and 

sustain the required standard of performance; 
• the right of appeal 

11.2 During the period during which the sanction is “live”, the organisation may rely on such a warning 
in the event of further instances of poor performance. In case of final written warning, the employee 
will be informed that lack of improvement or further instances of poor performance are likely to 
result in his or her dismissal. 

11.3 A sanction may be imposed at any level including summary dismissal depending on the 
circumstances. No formal penalty should be imposed without a hearing. PPET aims to treat all 
employees fairly and consistently and each case will be assessed on its own merits. 
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11.3 STAGE 1 HEARING: FIRST WRITTEN WARNING  

If the employee’s performance does not improve within the review period set out in a verbal 
warning, or if there is evidence of significant or further poor performance, the PPET may decide to 
hold a Stage 1 capability hearing. The PPET will send the employee written notice of the hearing as 
set out in paragraph 8.1. 

 Following a Stage 1 capability hearing, if it is decided that the employee’s performance is 
unsatisfactory, the PPET will issue a first formal written warning. The warning will contain details 
as set out in paragraph 11.1. 

 The warning will normally remain active for 12 months. After the active period the warning will 
remain permanently on the employee’s personnel file but will be disregarded in deciding the 
outcome of any future capability proceedings. 

 The employee’s performance will be monitored during the review period and the PPET will write 
to inform the employee of the outcome: 

• if the performance is satisfactory, no further action will be taken; 
• if the performance is not satisfactory, the matter may be progressed to a Stage 2 capability 

hearing; or 
• if there has been a substantial but insufficient improvement, the review period may be 

extended. 

11.4 STAGE 2 HEARING: FINAL WRITTEN WARNING  

 If the employee’s performance does not improve within the review period set out in a first written 
warning, or if there is further evidence of poor performance while the first written warning is still 
active, the PPET may decide to hold a Stage 2 capability hearing. The PPET will send the employee 
written notice of the hearing as set out in paragraph 8.1. 

 Following a Stage 2 capability hearing, if it is decided that the performance is unsatisfactory, the 
PPET will give the employee a formal final written warning. The warning will contain details as set 
out in paragraph 11.1. 

 A final written warning will normally remain active for 12 months. After the active period, the 
warning will remain permanently on the employee’s personnel file but will be disregarded in 
deciding the outcome of future capability proceedings. 

 The employee’s performance will be monitored during the review period and the PPET will write 
to inform the employee of the outcome: 

• if the performance is satisfactory, no further action will be taken; 
• if the performance is not satisfactory, the matter may be progressed to a Stage 3 capability 

hearing; or 
• if there has been a substantial but insufficient improvement, the review period may be 

extended. 
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11.5 STAGE 3 HEARING: DISMISSAL OR REDEPLOYMENT 

 PPET may decide to hold a Stage 3 capability hearing if there is reason to believe: 

• the performance has not improved sufficiently within the review period set out in a final 
written warning; 

• the performance is unsatisfactory while a final written warning is still active; or 
• the performance has been grossly negligent such as to warrant dismissal without the need 

for a final written warning. 

PPET will send the employee written notification of the hearing as set out in paragraph 8.1. 

 Following the hearing, if the PPET considers the employee’s performance to be unsatisfactory, the 
PPET may consider a range of options including: 

• dismissal; 
• redeploying the employee into another suitable job at the same or (if the contract permits) 

a lower grade; 
• extending an active final written warning and setting a further review period (in 

exceptional cases where a substantial improvement is likely within the review period). 
• giving a final written warning (where no final written warning is currently active). 

 Dismissal will normally be with full notice or payment in lieu of notice, unless the performance has 
been so negligent as to amount to gross misconduct, in which case the PPET reserves the right to 
dismiss without notice or any pay in lieu 

13 APPEALS AGAINST CAPABILITY ACTION 

 
13.1 The employee has the right to appeal against any formal capability action or against dismissal. The 

appeals procedure is set out in the PPET Appeals policy. 
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GRIEVANCE PROCEDURE 

1 POLICY STATEMENT 

1.1 It is our policy to ensure that all employees have access to a procedure to help deal with any 
grievances relating to their employment fairly and without unreasonable delay. We aim to 
investigate any formal grievance employees raise, hold a meeting to discuss it with employees, 
inform him or her in writing of the outcome, and give him or her a right of appeal if they are not 
satisfied. 

1.2 This policy is issued by way of guidance only. It does not form part of an employee’s contract of 
employment or otherwise have any contractual effect. Prior Park Educational Trust (PPET) is not 
obliged to follow this procedure in every instance. PPET will comply with the spirit of the procedure 
and the rules of natural justice.  

1.3 This procedure will be periodically reviewed. Any amendment to it will be notified to employees in 
writing. This may be by means of email or the intranet. 

1.4 Leading statutory authorities relating to this policy are Employment Rights Act 1996, Employment 
Relations Act 1999 and Employment Act 2008. 

2 USING THIS PROCEDURE 

2.1 Issues that may cause grievances include: 

• terms and conditions of employment; 
• health and safety; 
• work relations; 
• bullying and harassment; 
• new working practices; 
• working environment; 
• organisational change; and 
• discrimination. 

3 WHO IS COVERED BY THE PROCEDURE? 
 
3.1 The procedure applies to all employees within PPET. The policy does not apply to agency workers 

or self-employed contractors. All employees have a responsibility to familiarise themselves and to 
observe provisions within this policy and any subsequent changes. 

4 USING THIS PROCEDURE 

4.1 This Grievance Procedure should not be used to complain about dismissal or disciplinary action. If 
the employee is dissatisfied with any disciplinary action, he or she should submit an appeal under 
the appropriate procedure. 
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4.2 We have a separate Anti-harassment and Bullying Policy that may be useful if has been the victim 
of bullying or harassment or wishes to report an incident of bullying or harassment involving other 
people.  

4.3 We operate a separate Whistleblowing Policy to enable employees to report illegal activities, 
wrongdoing or malpractice. However, where the employee is directly affected by the matter in 
question, or where he or she feels they have been victimised for an act of whistleblowing, the 
employee may raise the matter under this Grievance Procedure.  

4.4 Written grievances will be placed on the employee’s personnel file along with a record of any 
decisions taken and any notes or other documents compiled during the grievance process.  

5 RAISING GRIEVANCES INFORMALLY 
 
5.1 Most grievances can be resolved quickly and informally through discussion with any other person 

involved. If this is not appropriate or does not resolve the grievance, the employee should raise it 
with his or her line manager. If the employee is unable to speak to his or her manager, for example, 
because the complaint concerns him or her, then the employee should speak informally to a more 
senior personnel, such as the deputy Head or the FBD. If this does not resolve the issue, the 
employee should follow the formal procedure below. 

6 FORMAL WRITTEN GRIEVANCES 

6.1 If the grievance cannot be resolved informally the employee should put it in writing and submit it 
to the line manager indicating that it is a formal grievance. If the grievance concerns the line 
manager, the employee may submit it to more senior personnel instead. 

6.2 The written grievance should contain a brief description of the nature of the complaint, including 
any relevant facts, dates, and names of individuals involved. In some situations we may need to ask 
the employee to provide further information. 

7 INVESTIGATIONS 

7.1 In some cases it may be necessary for us to carry out an investigation into the grievance. The 
amount of any investigation required will depend on the nature of the allegations and will vary from 
case to case. It may involve interviewing and taking statements from the employee and any 
witnesses, and/or reviewing relevant documents. The employee must co-operate fully and promptly 
in any investigation. The investigation may be carried out by the line manager or someone else 
appointed by the organisation.  

 7.2 In other cases we may hold a grievance meeting before deciding what investigation (if any) to carry 
out. In those cases we will hold a further grievance meeting with the employee after our 
investigation and before we reach a decision. 
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8 RIGHT TO BE ACCOMPANIED 

8.1 The employee may bring a companion to any grievance meeting under this procedure. The 
companion may be either a trade union representative or a work colleague.  

8.2 The chosen companion has the right to address the meeting to put the employee’s case, sum up the 
case and respond on the employee's behalf to any view expressed at the hearing. The companion 
may also confer with the employee during the hearing. However, there is no requirement for the 
PPET to permit the companion to answer questions on behalf of the employee, or to address the 
hearing where the employee indicates that he/she does not wish this. 

8.3 A companion is allowed reasonable time off from duties without loss of pay. However, no-one is 
obliged to act as a companion if they do not wish to do so. 

8.4 The employee must inform PPET who their chosen companion is, at least two days before the 
hearing. If the choice of employee’s companion is unreasonable PPET may ask the employee to 
choose someone else, for example: 

• if in our opinion the companion may have a conflict of interest or may prejudice the 
meeting; or 

• if the companion is unavailable at the time a meeting is scheduled and will not be available 
for more than five working days afterwards. 

9 GRIEVANCE MEETINGS 

9.1 A meeting will normally be convened with the employee and any other people involved, especially 
if the grievance is contested, to discuss the grievance with a view to obtaining a resolution. 

9.2 The employee will be given written notice of the date, time and place of the grievance meeting. The 
meeting will be held as soon as reasonably practicable. 

9.3 The employee and his or her companion (if any) should make every effort to attend grievance 
meetings. If the employee or the companion cannot attend at the time specified, the employee 
should inform the organisation immediately and we will try, within reason, to agree an alternative 
time. 

9.4 The purpose of a grievance meeting is to enable the employee to explain his or her grievance and 
how they think it should be resolved, and to assist the organisation to reach a decision based on the 
available evidence and the representations the employee has made. 

 9.5 After the meeting the PPET will write to the employee to inform him or her of the outcome of their 
grievance and any further action that we intend to take to resolve the grievance. We will also remind 
the employee of their right of appeal. Where appropriate we may hold a meeting to give this 
information in person. 
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10 APPEALS 

 10.1 If the grievance has not been resolved to the employee’s satisfaction, the employee has the right to 
appeal. The appeals procedure is set out in the PPET Appeals policy. 

10.2 If the matter has still not been resolved to the employee’s satisfaction within a reasonable time after 
the grievance appeal meeting, the parties will consider whether conciliation or arbitration is 
appropriate. The college may refer the dispute to Advisory Conciliation and Arbitration Service, 
whose findings may, by mutual agreement, be binding on both parties.  
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APPEALS PROCEDURE 

1.1 The employee has the right to appeal to an appeal panel against any decision, penalty or against 
any dismissal imposed by personnel dealing with the employee’s grievance, disciplinary or 
capability case.  

1.2 The employee should appeal in writing, stating full grounds of appeal, to the Foundation Business 
Director as Clerk to the Governors, within five days of the date on which the employee was informed 
of the decision. PPET will give the employee written notice of the date, time and place of the appeal 
hearing. The hearing will be held without unreasonable delay and as soon as reasonably practicable. 

1.3 Where possible, the appeal hearing will be conducted impartially by either the Headmaster, FBD, 
a Governor or panel of up to two Governors (who have had no prior involvement and are not less 
senior to the member of staff who issued the decision appealed against). The person or the panel 
conducting the hearing will not include the Chair of the previous hearing, any member of the Panel 
nor the person who carried out investigation. 

1.4 The employee may bring a companion to the appeal hearing (notice requirements apply, please 
refer to the relevant policy). 

1.5 The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness 
of the original decision in the light of the procedure that was followed and any new information 
that may have come to light. This will be at PPET discretion depending on the circumstances of 
your case. In any event the appeal will be dealt with as impartially as possible. 

1.6 The hearing may be adjourned if further investigation needs to be carried out in the light of any 
new points raised at the hearing. If any new information comes to light the PPET will provide the 
employee with a summary including, where appropriate, copies of additional relevant documents 
and witness statements. The employee will be given a reasonable opportunity to consider any new 
information obtained before the hearing is reconvened. 

1.7 If the employee is appealing against dismissal, the date on which dismissal takes effect will not be 
delayed pending the outcome of the appeal. However, if the appeal is successful the employee will 
be reinstated with no loss of continuity or pay. 

1.8 Following the appeal hearing the organisation may: 

o confirm the original decision; 
o revoke the original decision; or 
o substitute a different decision or penalty. 

 PPET will inform the employee in writing of the final decision of the appeal hearing as soon as 
reasonably practicable and without unreasonable delay. There will be no further right of appeal. 
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	1.5 This policy will be reviewed periodically. Any amendment to it will be notified to employees in writing. This may be by means of email or the intranet.
	1.6 Leading statutory authorities relating to this policy are Employment Rights Act 1996, Employment Relations Act 1999 and Employment Act 2008.

	2 Who is covered by the procedure?
	3 What is covered by the procedure?
	4 Identifying performance issues
	4.1 In the first instance, performance issues should normally be dealt with informally between the employee and his or her line manager as part of day-to-day management. Where appropriate,       a note of any such informal discussions may be placed on...
	4.2 In the case of minor instances of poor performance the employee may be given an informal verbal warning, which will be recorded, and which will set out details of the poor performance, improvement targets and the time period for improvement. Verba...
	4.3 Employees will not normally be dismissed for performance reasons without previous warnings. However, in serious cases of gross negligence or in any case involving an employee who has not yet completed their probationary period, dismissal without p...
	4.4 If the organisation has concerns about employee’s performance, an assessment will be undertaken to decide if there are grounds for taking formal action under this procedure. The procedure involved will depend on the circumstances but it may involv...

	5 Long term sickness absence and disabilities
	5.2 Consideration will be given to whether poor performance may be related to a disability and, if so, whether there are reasonable adjustments that could be made to the employee’s working arrangements, including changing your duties or providing addi...
	5.3 If the employee wishes to discuss this or inform the organisation of any medical condition he or she considers relevant, the employee should contact his or her line manager or the HR Department.

	6 Confidentiality
	6.1 PPET will deal with performance matters sensitively and with due respect for the privacy of any individuals involved. All employees must treat as confidential any information communicated to them in connection with a matter which is subject to thi...
	6.2 The employee and anyone accompanying him or her (including witnesses), must not make electronic recordings of any meetings or hearings conducted under this procedure.  If an employee is found to have made any recordings in breach of this clause th...
	6.3 The employee will normally be told the names of any witnesses whose evidence is relevant to his or her capability hearing, unless PPET believes that a witness's identity should remain confidential.

	7 Investigation and suspension
	8 Notification of a hearing
	8.1 If it is considered that there are grounds for taking formal action over alleged poor performance, the employee will be required to attend a capability hearing. PPET will notify the employee in writing of its concerns over the employee’s performan...
	 a summary of relevant information gathered as part of any investigation;
	 a copy of any relevant documents which will be used at the capability hearing;
	 a copy of any relevant witness statements, except where a witness's identity is to be kept confidential, in which case PPET will give the employee as much information as possible while maintaining confidentiality;
	 employee’s right to be accompanied at the hearing by a fellow employee or trade union official
	8.2 The employee will be given written notice of the date, time and place of the capability hearing. The hearing will be held as soon as reasonably practicable. The employee will be given reasonable time to prepare his or her case based on the informa...
	8.3 If either part intends to call any relevant witnesses, advanced notice of their intention to do so must be given.

	9 The right to be accompanied
	9.1 The employee may bring a companion to any capability hearing under this procedure. The companion may be either a trade union representative or a work colleague.
	9.2 The chosen companion has the right to address the hearing to put the employee’s case, sum up the case and respond on the employee's behalf to any view expressed at the hearing. The companion may also confer with the employee during the hearing. Ho...
	9.3 A work colleague is allowed reasonable time off from duties without loss of pay but no-one is obliged to act as a companion if they do not wish to do so.
	9.4 The employee must inform PPET who their chosen companion is, at least two days before the hearing. If the choice of employee’s companion is unreasonable PPET may ask the employee to choose someone else, for example:
	 if in our opinion the companion may have a conflict of interest or may prejudice the meeting; or
	 if the companion is unavailable at the time a meeting is scheduled and will not be available for more than five working days afterwards.

	10 Procedure at capability hearings
	10.1 Typically, the hearing will be chaired by the Headmaster, FBD or other senior member of staff. The PPET may also appoint a capability panel to hear the matter. A deputy may take the place of any of those involved, with the exception of the employ...
	10.2 If the employee or their companion cannot attend the hearing, the employee should inform PPET immediately and the organisation will seek to arrange an alternative time. The employee must make every effort to attend the hearing, and failure to att...
	10.3 The aims of a capability hearing will usually include:
	10.4 The hearing may be adjourned if it is decided that the organisation needs to carry out any further investigations such as re-interviewing witnesses in the light of any new points the employee has raised at the hearing. Any adjournment will normal...
	10.5 On completion of the hearing the Chair or the capability panel will consider the decision. As soon as reasonably practicable, the capability panel will inform the employee in writing of its decision and its reasons for it. Where possible, explana...

	11 Capability hearing outcomes
	11.1 If, following the capability hearing it is decided that capability action is warranted, a sanction will be issued and the employee will be advised of the decision in writing, which will specify the details of:
	11.2 During the period during which the sanction is “live”, the organisation may rely on such a warning in the event of further instances of poor performance. In case of final written warning, the employee will be informed that lack of improvement or ...
	11.3 A sanction may be imposed at any level including summary dismissal depending on the circumstances. No formal penalty should be imposed without a hearing. PPET aims to treat all employees fairly and consistently and each case will be assessed on i...
	11.3 Stage 1 hearing: first written warning
	If the employee’s performance does not improve within the review period set out in a verbal warning, or if there is evidence of significant or further poor performance, the PPET may decide to hold a Stage 1 capability hearing. The PPET will send the e...
	Following a Stage 1 capability hearing, if it is decided that the employee’s performance is unsatisfactory, the PPET will issue a first formal written warning. The warning will contain details as set out in paragraph 11.1.
	The warning will normally remain active for 12 months. After the active period the warning will remain permanently on the employee’s personnel file but will be disregarded in deciding the outcome of any future capability proceedings.
	The employee’s performance will be monitored during the review period and the PPET will write to inform the employee of the outcome:
	11.4 Stage 2 Hearing: final written warning
	If the employee’s performance does not improve within the review period set out in a first written warning, or if there is further evidence of poor performance while the first written warning is still active, the PPET may decide to hold a Stage 2 cap...
	Following a Stage 2 capability hearing, if it is decided that the performance is unsatisfactory, the PPET will give the employee a formal final written warning. The warning will contain details as set out in paragraph 11.1.
	A final written warning will normally remain active for 12 months. After the active period, the warning will remain permanently on the employee’s personnel file but will be disregarded in deciding the outcome of future capability proceedings.
	The employee’s performance will be monitored during the review period and the PPET will write to inform the employee of the outcome:
	11.5 Stage 3 Hearing: dismissal or redeployment
	PPET may decide to hold a Stage 3 capability hearing if there is reason to believe:
	 the performance has not improved sufficiently within the review period set out in a final written warning;
	 the performance is unsatisfactory while a final written warning is still active; or
	 the performance has been grossly negligent such as to warrant dismissal without the need for a final written warning.
	PPET will send the employee written notification of the hearing as set out in paragraph 8.1.
	Following the hearing, if the PPET considers the employee’s performance to be unsatisfactory, the PPET may consider a range of options including:
	 dismissal;
	 redeploying the employee into another suitable job at the same or (if the contract permits) a lower grade;
	 extending an active final written warning and setting a further review period (in exceptional cases where a substantial improvement is likely within the review period).
	 giving a final written warning (where no final written warning is currently active).
	Dismissal will normally be with full notice or payment in lieu of notice, unless the performance has been so negligent as to amount to gross misconduct, in which case the PPET reserves the right to dismiss without notice or any pay in lieu
	13 9TAppeals against Capability action

	Grievance procedure
	1 Policy statement
	1.1 It is our policy to ensure that all employees have access to a procedure to help deal with any grievances relating to their employment fairly and without unreasonable delay. We aim to investigate any formal grievance employees raise, hold a meetin...
	1.2 This policy is issued by way of guidance only. It does not form part of an employee’s contract of employment or otherwise have any contractual effect. Prior Park Educational Trust (PPET) is not obliged to follow this procedure in every instance. P...
	1.3 This procedure will be periodically reviewed. Any amendment to it will be notified to employees in writing. This may be by means of email or the intranet.
	1.4 Leading statutory authorities relating to this policy are Employment Rights Act 1996, Employment Relations Act 1999 and Employment Act 2008.

	2 Using this procedure
	2.1 Issues that may cause grievances include:
	 terms and conditions of employment;
	 health and safety;
	 work relations;
	 bullying and harassment;
	 new working practices;
	 working environment;
	 organisational change; and
	 discrimination.


	3 Who is covered by the procedure?
	4 Using this procedure
	4.1 This Grievance Procedure should not be used to complain about dismissal or disciplinary action. If the employee is dissatisfied with any disciplinary action, he or she should submit an appeal under the appropriate procedure.
	4.2 We have a separate Anti-harassment and Bullying Policy that may be useful if has been the victim of bullying or harassment or wishes to report an incident of bullying or harassment involving other people.
	4.3 We operate a separate Whistleblowing Policy to enable employees to report illegal activities, wrongdoing or malpractice. However, where the employee is directly affected by the matter in question, or where he or she feels they have been victimised...
	4.4 Written grievances will be placed on the employee’s personnel file along with a record of any decisions taken and any notes or other documents compiled during the grievance process.

	5 Raising grievances informally
	6 Formal written grievances
	6.1 If the grievance cannot be resolved informally the employee should put it in writing and submit it to the line manager indicating that it is a formal grievance. If the grievance concerns the line manager, the employee may submit it to more senior ...
	6.2 The written grievance should contain a brief description of the nature of the complaint, including any relevant facts, dates, and names of individuals involved. In some situations we may need to ask the employee to provide further information.

	7 Investigations
	7.1 In some cases it may be necessary for us to carry out an investigation into the grievance. The amount of any investigation required will depend on the nature of the allegations and will vary from case to case. It may involve interviewing and takin...
	7.2 In other cases we may hold a grievance meeting before deciding what investigation (if any) to carry out. In those cases we will hold a further grievance meeting with the employee after our investigation and before we reach a decision.

	8 Right to be accompanied
	8.1 The employee may bring a companion to any grievance meeting under this procedure. The companion may be either a trade union representative or a work colleague.
	8.2 The chosen companion has the right to address the meeting to put the employee’s case, sum up the case and respond on the employee's behalf to any view expressed at the hearing. The companion may also confer with the employee during the hearing. Ho...
	8.3 A companion is allowed reasonable time off from duties without loss of pay. However, no-one is obliged to act as a companion if they do not wish to do so.
	8.4 The employee must inform PPET who their chosen companion is, at least two days before the hearing. If the choice of employee’s companion is unreasonable PPET may ask the employee to choose someone else, for example:
	 if in our opinion the companion may have a conflict of interest or may prejudice the meeting; or
	 if the companion is unavailable at the time a meeting is scheduled and will not be available for more than five working days afterwards.

	9 Grievance meetings
	9.1 A meeting will normally be convened with the employee and any other people involved, especially if the grievance is contested, to discuss the grievance with a view to obtaining a resolution.
	9.2 The employee will be given written notice of the date, time and place of the grievance meeting. The meeting will be held as soon as reasonably practicable.
	9.3 The employee and his or her companion (if any) should make every effort to attend grievance meetings. If the employee or the companion cannot attend at the time specified, the employee should inform the organisation immediately and we will try, wi...
	9.4 The purpose of a grievance meeting is to enable the employee to explain his or her grievance and how they think it should be resolved, and to assist the organisation to reach a decision based on the available evidence and the representations the e...
	9.5 After the meeting the PPET will write to the employee to inform him or her of the outcome of their grievance and any further action that we intend to take to resolve the grievance. We will also remind the employee of their right of appeal. Where ...

	10 Appeals
	10.1 If the grievance has not been resolved to the employee’s satisfaction, the employee has the right to appeal. The appeals procedure is set out in the PPET Appeals policy.
	10.2 If the matter has still not been resolved to the employee’s satisfaction within a reasonable time after the grievance appeal meeting, the parties will consider whether conciliation or arbitration is appropriate. The college may refer the dispute ...

	Appeals procedure
	1.1 The employee has the right to appeal to an appeal panel against any decision, penalty or against any dismissal imposed by personnel dealing with the employee’s grievance, disciplinary or capability case.
	1.2 The employee should appeal in writing, stating full grounds of appeal, to the Foundation Business Director as Clerk to the Governors, within five days of the date on which the employee was informed of the decision. PPET will give the employee writ...
	1.3 Where possible, the appeal hearing will be conducted impartially by either the Headmaster, FBD, a Governor or panel of up to two Governors (who have had no prior involvement and are not less senior to the member of staff who issued the decision ap...
	1.4 The employee may bring a companion to the appeal hearing (notice requirements apply, please refer to the relevant policy).
	1.5 The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness of the original decision in the light of the procedure that was followed and any new information that may have come to light. This will be at PPET ...
	1.6 The hearing may be adjourned if further investigation needs to be carried out in the light of any new points raised at the hearing. If any new information comes to light the PPET will provide the employee with a summary including, where appropriat...
	1.7 If the employee is appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if the appeal is successful the employee will be reinstated with no loss of continuity or pay.
	1.8 Following the appeal hearing the organisation may:
	o confirm the original decision;
	o revoke the original decision; or
	o substitute a different decision or penalty.

	PPET will inform the employee in writing of the final decision of the appeal hearing as soon as reasonably practicable and without unreasonable delay. There will be no further right of appeal.


