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Staff Disciplinary Policy 
Purpose 
A disciplinary procedure is a formal way for Sapphire Education to deal with issues relating to an employee’s: 
· Misconduct (unacceptable or improper behaviour) 
· Capability (performance) 
The aim of this procedure is to encourage employees to achieve and maintain appropriate standards of conduct, performance and behaviour, while ensuring fair and consistent treatment for all employees. 
Informal Resolution 
Before starting a formal disciplinary procedure, a member of the Sapphire Education Senior Leadership Team (SLT) will consider whether the issue can be resolved informally, as this can often be the quickest and most effective solution. Where appropriate, SLT will try to resolve issues informally by: 
· speaking privately with the staff member and any others involve 
· listening to their point of view 
· agreeing action or improvements to be made  
· where relevant, arranging training, support or development for performance issues 
Informal action does not form part of the formal disciplinary process. 
Capability (Performance) Issues
Where it comes to our attention, either through feedback from students, colleagues or observation, that an employee’s performance does not meet Sapphire Education standards or student expectations, the matter will be addressed in accordance with this procedure. 
Sapphire Education will seek to assist employees to improve their performance. Where the matter relates to capability, Sapphire Education will normally take a supportive approach, which may include guidance, training, supervision and reasonable time to improve, before considering for mal disciplinary action, unless the circumstances justify a more immediate formal approach. 
Misconduct 
Misconduct occurs when an employee’s behaviour or actions fall below acceptable standards or breach Sapphire Education rules or policies. Examples of misconduct may include (this list is not exhaustive): 
· bullying 
· harassment, including sexual harassment (see the Anti-Harassment Pol icy)  
· insubordination (refusing to carry out reasonable instructions) 
· unauthorised absence from work 
· falsely reporting sickness 
Misconduct Outside Work 
Employees may be subject to disciplinary action for misconduct outside work where their behaviour affects their suitability for their role, or where it has a serious impact on Sapphire Education’s reputation, relationships with students, clients or partners, or the trust and confidence required in the employment relationship. 
Gross Misconduct
Gross misconduct refers to conduct that is so serious that it may justify dismissal without notice or payment in lieu of notice. 
If there is an allegation of gross misconduct, an investigation will be carried out in conjunction with SLT and HR, and the disciplinary procedure outlined below will be followed. 
While proven gross misconduct will usually result in dismissal, dismissal is not automatic. Each case will be considered on its own facts, and Sapphire Education will take account of all relevant circumstances, including any mitigating factors, before deciding on the appropriate outcome. Examples of gross misconduct may include (this list is not exhaustive): 
· inappropriate conduct towards children 
· being under the influence of alcohol or drugs at work 
· theft or fraud 
· physical violence 
· bullying 
· serious breach of confidentiality 
· deliberate and serious damage to property
· serious misuse of Sapphire Education property or name propriate 
· deliberately accessing pornographic, offensive or obscene internet material 
· serious insubordination 
· discrimination, harassment or victimisation 
· bringing Sapphire Education into serious disrepute 
· serious negligence causing loss, damage or injury 
· serious breaches of health and safety rules 
Investigation 
Before any disciplinary meeting is held, Sapphire Education will carry out a reasonable and proportionate investigation to establish the facts of the case. The investigation may include: 
· reviewing documents or records
· taking witness statements 
· meeting with the employee as part of the investigation process 
No disciplinary action will be taken until the investigation has been completed. Where suspension is considered necessary, it will be on full pay, for as short a time as possible, and will not be regarded as disciplinary action. 
Formal Disciplinary Procedure 
Step 1 – Disciplinary Meeting If, following the investigation, SLT and HR agree that formal disciplinary action is appropriate, the employee will be notified in writing by their line manager and invited to a disciplinary meeting. The employee will be provided with: 
· sufficient information about the allegations or performance concerns 
· details of the possible consequences, for example a written warning 
· reasonable notice of the meeting 
In cases of poor performance, suggestions and support measures will be outlined to help the employee improve. The employee has the right to be accompanied at the meeting by either: 
· a work colleague, or 
· a trade union representative 
The employee should inform Sapphire Education as soon as possible if they wish to be accompanied and who the companion will be. 
Step 2 – Outcome Following the meeting, SLT will confirm the decision in writing and advise the employee of their right to appeal. The outcome will normally be one of the following: 
Improvement Note (Performance) 
Where performance does not meet acceptable standards, an improvement note may be issued. This will set out: 
· the performance issues 
· the improvement required 
· the timescale 
· any support that will be provided 
· the right of appeal 
This represents the first stage of the formal procedure. A record of the improvement note will be kept for 2 years, after which it will be considered spent, provided satisfactory performance is maintained. 
First Written Warning (Misconduct) 
Where conduct does not meet acceptable standards, a first written warning may be issued. This will: 
· describe the misconduct 
· set out the required change in behaviour 
· confirm the right of appeal 
· explain that a final written warning may follow if improvement is not sustained 
A record of the warning will be kept for 2 years, after which it will be disregarded for disciplinary purposes, provided satisfactory conduct is maintained. All records will be held in accordance with Sapphire Education’s data protection and retention policies. 
Final Written Warning 
A final written warning may be issued where: 
· the misconduct is sufficiently serious, or 
· there is further misconduct, or
· there is a failure to improve performance while a previous warning is still live 
The final written warning will: 
· set out the nature of the issue 
· confirm the improvement required and timescale 
· warn that dismissal or other action may follow if there is no improvement 
· confirm the right of appeal 
A copy will be kept on file for 2 years, after which it will be disregarded if satisfactory conduct or performance is maintained. 
Dismissal or Other Action 
Dismissal decisions can only be taken by a Sapphire Education Director. Where there is further misconduct, gross misconduct, or continued failure to improve performance, dismissal may be the final outcome of the disciplinary process. Any decision to dismiss will be taken following a formal disciplinary hearing, at which the employee will have the right to be accompanied. The employee will be provided in writing with: 
· the reasons for dismissal 
· the date employment will end 
· confirmation of final payments, including notice pay and outstanding holiday pay where applicable 
· the right of appeal 
Final note 
This procedure forms part of Sapphire Education’s employment framework and should be read alongside related policies, including the Grievance Procedure, Diversity, Equality and Inclusion Policy, Anti-harassment Policy and Safeguarding procedures. 
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