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Disciplinary Policy and Procedures

Policy Statement

1. It is necessary to have a number of rules in the interests of the organisation.

2. The rules set standard of performance and behaviour whilst the procedures are designed to help promote fairness and order in the treatment of individuals. 

3. Every effort will be made to ensure that any action taken under this procedure is fair, with you being given the opportunity to state your case and appeal against any decision that you consider to be unjust.

EYFS key themes and commitments

4. The following rules and  procedures should ensure that:

· The correct procedure is used when requiring you to attend a disciplinary hearing.

· Disciplinary action where necessary is taken speedily and in a fair and consistent manner.

· On some occasions temporary suspension on full pay may be necessary in order that an uninterrupted investigation can take place.
· You have the right to be accompanied by a representative of a registered union or a fellow employee at the disciplinary hearing.

· If you are disciplined, you will receive an explanation of the penalty imposed and you will have the right to appeal against the finding and penalty.
B) Disciplinary Rules

It is not practicable to specify all disciplinary rules and offences that may result in disciplinary action, as they may vary depending on the nature of work. 
C) Rules covering unsatisfactory conduct and misconduct

(These are examples and not an exhaustive list)

You will be liable to disciplinary action if you do the following:

· Failure to adhere to general health and safety rules and procedures.

· Smoking in the nursery.

· Consumption of alcohol on the premises

· Mismanagement of care and safety of children.

· Persistent absenteeism and /or lateness

· Unsatisfactory standards or output of work.

· Unauthorised use of e-mail on company computer.

· Failure to follow out all reasonable instructions or follow laid our rules and procedures.

· Failure to devote the whole of your, attention and abilities to our business and its affairs during your normal business hours.

· Failure to abide by OFSTED requirements.

· Unauthorised use or neglect or damage to company property.
D) Serious Misconduct

Where one of the unsatisfactory conduct or misconduct rules have been broken and if, upon investigation, it is shown to be due to carelessness or has a serious of substantial effect upon our operation or reputation then it will be treated as serious misconduct
E) Gross Misconduct

 Gross misconduct is the kind of act or behaviour that would destroy the trust, which is the basis on which your contract of employment is made and justifies the employer in dismissing you without notice. Such misconduct would mean that the company would not be able to put its trust in you as an employee any longer.
(these are examples only and not an exhaustive list)

· Maltreatment of children.

· Grossly indecent or immoral behaviour, deliberate acts of unlawful discrimination or serious acts of harassment.

· Dangerous behaviour, fighting or physical assault.

· Incapacity at work, or poor performance caused by substance misuse.

· Possession, supply and use of illicit drugs.

· Deliberate falsification of any recordings.

· Undertaking private work on the premises and during normal working hours.

· Working in competition with the organisation.

· Taking part in activities that result in adverse publicity to ourselves, or which cause us to lose faith in your integrity.

· Theft or unauthorised company property or money.

· Destruction or sabotage of property and premises.

· Breach of health and safety rules which endanger the lives of children and fellow employees.

· Gross insubordination/or refusing to take legitimate instructions from superiors.

· Harassment of children, parents, fellow employees and management.

· Rudeness towards parents, members of the public or other employees, insulting behaviour, bullying and bad language.

· Malicious complaints/grievances and accusations made against another employee, manager and employer.

· Non compliance with OFSTED requirements
F) Disciplinary Procedure
Disciplinary action taken against you will be based on the following procedure:
	Offence
	First Occasion
	Second Occasion
	Third Occasion
	Forth Occasion

	Unsatisfactory Conduct


	Formal Verbal Warning
	Written Warning
	Final Written Warning
	Dismissal

	Misconduct


	Written Warning
	Final Written Warning
	Dismissal
	

	Gross Misconduct


	Dismissal
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