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Liverpool Learning Partnership: Disciplinary Policy and Procedure 
[bookmark: _559u7xgguxl0]We will use this policy and its procedures to help and encourage all employees to achieve and maintain standards of conduct, attendance and job performance. 
This policy applies to all employees. The aim is to ensure consistent and fair treatment for all in the organisation. The policy should be applied in a timely manner without undue delay.
A disciplinary process can be stressful for everyone involved. Different people might respond differently to stressful situations. We understand the prospect of disciplinary action might cause distress and affect your mental health. 
We will support you throughout to help avoid this happening to you. Please talk to Elaine Rees (CEO) about how we can support your wellbeing. 
Matters relating to or arising under this policy and procedures must be treated as confidential at all times. Failure to do so may itself constitute grounds for initiating disciplinary action. 
[bookmark: _7d8od5qs6v9]Principles
We will consider informal action, where appropriate, to resolve problems.
We will not take disciplinary action against an employee until the case has been fully investigated.
This policy and procedure does not apply to anyone still in their period of probation. 
For formal action, we will advise you of the nature of the complaint against you and we will give you the opportunity to state your case before any decision is made at a disciplinary meeting.
We will provide you, where appropriate, with written copies of evidence and relevant witness statements before a disciplinary meeting.
You will not be dismissed for a first breach of discipline, except in the case of gross misconduct, when the penalty is dismissal without notice and without payment in lieu of notice.
You have the right to appeal against any disciplinary action.
Your right to be accompanied
You have a statutory right to be accompanied by a companion where a disciplinary meeting could result in:
· a formal warning
· some other disciplinary action
· confirmation of a formal warning or other disciplinary action (for example, at an appeal hearing)

The right is to be accompanied by:
· someone you work with
· a trade union representative who’s certified or trained in acting as a companion
· an official employed by a trade union

You should tell us as soon as possible if you would like a companion and who they will be so we can make arrangements in good time. Employees should make every effort to attend meetings or interviews relating to this policy and procedure. If an individual is unable to attend, they need to give notice and reason as to why they cannot attend. The meeting will then be rescheduled to a time convenient for all parties. However, where an employee fails to attend more than once without compelling reasons, then meetings may be held in the employee’s absence. In this case, the employee will be notified in writing. 
If you need any reasonable adjustments, for example for a disability, speak to Elaine Rees CEO.

Definitions of conduct which could result in disciplinary action:

Misconduct: This is when conduct is unsatisfactory and it can vary in its degree of seriousness. If it is extremely serious, it is known as gross misconduct and this can warrant dismissal. The difference between misconduct and gross misconduct is often a matter of degree.

What conduct is regarded as misconduct?
· Poor timekeeping, frequent late arrival at work, failure to notify sickness absence, unauthorised absence from work
· Dishonesty, e.g. making unauthorised private phone calls at work’s expense, using work equipment for personal use
· Refusal to obey reasonable management instructions
· Failure to carry out normal duties of your post
· Unreasonable or unacceptable behaviour
· Abuse of the email, social media or online systems
· Breach of financial regulations
This list is illustrative not exhaustive.

What conduct is defined as gross misconduct?
Again, this list is illustrative not exhaustive: 
· Theft or misappropriation or malicious damage to property, fellow employees, service users or providers
· Falsifying records or expenses claims which result in individual gain
· Physical violence towards colleagues, service users, members of the public
· Discriminatory behaviour relating to race, gender, sexual orientation, disability, religion. We operate a zero tolerance approach
· Serious breach of any charity regulations
· Serious negligence which results in substantial loss, damage or injury
· Downloading inappropriate information from the internet
· Non-compliance with health and safety rules and regulations where it engenders others
· Unauthorised disclosure of information classified as confidential.
· Victimisation or bullying (either in person or via email, etc)

[bookmark: _gr62lzmox2jl]The discipline procedures
Informal Procedure
Verbal warning 
The informal procedure will be used in minor cases of misconduct or unsatisfactory performance. In such an event, the employee’s manager will discuss the matter with the employee, with the intention of making clear in what way the employee has failed to meet required standards of performance or conduct and provide the employee with an opportunity to improve.
[bookmark: _z15803rrm9v2]First stage of formal procedure
This will normally be either:
· an improvement note for unsatisfactory performance if performance does not meet acceptable standards. This will set out the performance problem, the improvement that is required, the timescale, any help that may be given and the right of appeal. We will advise you that this is the first stage of the formal procedure. We will keep a record of the improvement note for four months, but it will then be considered spent – as long as you achieve and maintain satisfactory performance
or
· a first warning for misconduct if conduct does not meet acceptable standards. This will be in writing and set out the nature of the misconduct, the change in behaviour required and the right of appeal. The warning will also tell you that a final written warning may be considered if there is no sustained satisfactory improvement or change. We will keep a record of the warning, but it will be disregarded for disciplinary purposes after six months.
[bookmark: _el071ejph0b4]Final written warning
We might give you a final written warning if:
· the offence is sufficiently serious
· there is further misconduct
· there is failure to improve performance while you're still under a prior warning

This will confirm the full details of the complaint, the improvement required and the timescale. It will also warn that failure to improve may lead to dismissal (or some other action short of dismissal) and will refer to the right of appeal.
The CEO will keep a copy of this written warning but it will be disregarded for disciplinary purposes after nine months, as long as you achieve and maintain satisfactory conduct or performance.

[bookmark: _vj581ni65wcw]Dismissal or other action
[bookmark: _79s23uytl9yq]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 transfer (as allowed in the contract of employment). 
Dismissal decisions can only be taken by the appropriate senior manager.
You will be provided in writing with the:
· reasons for dismissal
· date your employment will end
· confirmation of all final payments you are owed, including holiday pay and notice pay
· right of appeal

If an action short of dismissal has been decided on, you will:
· receive confirmation of the full details of the complaint
· be warned that dismissal could result if there is no satisfactory improvement
· be advised of the right of appeal

Your supervisor will keep a copy of the written warning but it will be disregarded for disciplinary purposes after nine months as long as you achieve and maintain satisfactory conduct or performance.
Gross misconduct
[bookmark: _m79bieoc27u0]We might consider suspending you while carrying out a disciplinary investigation if there's a serious issue or situation. Suspension is when we tell you to temporarily stop working. You would be on full pay throughout any suspension period.
We will consider each situation carefully before deciding to suspend you. Suspension will not be needed for most investigations. Suspension does not mean you have done anything wrong and will not be used to discipline you.
We understand being suspended might be stressful so we will:
· only suspend you if there's no other option
· support you throughout the suspension period, always considering your mental health and wellbeing

If, following a full investigation, it is concluded that you may be guilty of gross misconduct, the investigating officer will state this in paperwork for the hearing. If this is upheld at the hearing, then you will be given either a final written warning or be dismissed from your post. 

Conducting a Disciplinary Meeting
Following investigation, a meeting will be held. This is known as a disciplinary hearing. You will be asked to attend this meeting with a companion/union rep if you wish. The investigating office will be there and senior managers/trustees to hear the case. 
 
The Disciplinary Meeting will follow the stages below:
· Explanation of the employee’s misconduct/gross misconduct
· Employee will have the opportunity to ask questions
· Employee to present their answer to the allegations including calling of any
· witnesses
· Opportunity to ask questions
· Consideration of the facts
· Opportunity for employee to make a final statement
· Action to be taken (if any)
· Establishment of a review date (if appropriate)
Appeals
If you want to appeal against a disciplinary decision you must do so within 10 working days. Appeals will be heard by senior managers and one member of the Executive Board. Three members of the Executive Board will hear dismissal or gross misconduct appeals and their decision is final. At the appeal any disciplinary penalty imposed will be reviewed.


Policy reviewed and adopted by Exec Board: 17th March 2026

image1.png
Partnership





    Liverpool Learning Partnership :   D isciplinary  Policy and  P rocedure    We will use t his  policy and its  procedure s   to help and encourage all employees to achieve and  maintain standards of conduct, attendance and job performance.    T his  policy   appl ies   to all employees. The aim is to ensure consistent and fair treatment for all in the  organisation.   The policy should be applied in a timely manner without undue delay.   A disciplinary process can be stressful for everyone involved. Different people might respond  differently to stressful situations. We understand the prospect of disciplinary action might cause  distress and affect your mental health.    We will support you throughout to help avoid this happening to you. Please talk to  Elaine Rees  (CEO)   about how we can support your wellbeing.    Matters relating to or arising under this policy and procedures must be treated as confidential at all  times . Failure to do so may itself constitute grounds for initiating disciplinary action.    Principles   We will consider i nformal actio n , where appropriate, to resolve problems.   We will not take   disciplinary action  against  an employee   until the case has been fully investigated.   This policy and procedure does not apply to anyone still in their period of probation.    For formal action ,   we will advise you of  the nature of the complaint against  you   and   we   will  give you   the opportunity to state  your   case before any decision is made at a disciplinary meeting.   We will provide you , where appropriate, with written copies of evidence and relevant witness  statements  before   a disciplinary meeting.   You   will   not   be dismissed for a first breach of discipline ,   except in the case of gross misconduct,  when the penalty  is  dismissal without notice  and without  payment in lieu of notice.   You   have the right to appeal against any disciplinary action.  

