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Valuves and Ethos

Our values and ethos are inclusive, and child centred. Our Trust is founded on the
principles of inclusivity, diversity, and fairness, and they are fundamental to our
delivery of exceptional learning experiences.

EVAT stands for:

e Excellence and high standards
- acan-do culture and no-excuses ethos
e Values driven with a deep sense of moral purpose
- putting children and young people first
- behaving ethically
e Ambition and aspiration for alll
- irrespective of background or barriers — being truly inclusive
o Teamwork
- we do more, better and faster, together

We are a villoge. We collaborate, with our learners, their families and our
communities, to provide exceptional education so that all the children and young
people we serve achieve the best possible outcomes.

Our Ethos is to:

e Create a nurturing and friendly atmosphere and provide an environment
where everyone feels valued for who they are

e Bring out the best in every child and young person and meet the full range of

their individual needs

Provide different and unique experiences, challenges and activities

Show tolerance and respect for each other

Prepare our children and young people for lifelong learning

Improve the life chances of every child and young person we serve.
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1. Statement of intent

The main purpose of the Disciplinary Policy and Procedure is to encourage a staff
member whose standard of work or conduct is unsatisfactory to improve. The
procedure serves to ensure this is done in a fair and consistent way.

The disciplinary policy and procedure are non-contractual and may be varied by the
Education Village Academy Trust (EVAT) henceforth known as the Trust.

The Trust expressly reserves the right to depart from the terms of the disciplinary
procedure in circumstances where the staff member does not have two years’
qualifying service.

The disciplinary procedure is strictly confidential and all aspects, including all
documentation and records, shall be treated as such. In line with this policy, the
following principles will be adhered to:

¢ In minor cases of alleged misconduct, the manager should initially seek to
resolve the matter informally by discussion with the staff member

e The disciplinary procedure is to be used where a staff member's work or
conduct is alleged to be unsatisfactory

e FEach step and action under the procedure must be taken without
unreasonable delay, by either the Trust or the staff member

¢ The timing and location of meetings must be reasonable.

Please note: Disciplinary actions that relate to allegations of abuse about a staff
member will also be managed in line with the Trust's Managing Allegations Against
Staff Policy.

2. Legal Framework

This policy has due regard to all relevant legislation and statutory guidance,
including but not limited to the following:

The Education Act 2011

The Teachers’ Disciplinary (England) Regulations 2012

DfE (2022) Teacher Misconduct: The Prohibition of Teachers

DfE (2025) Keeping Children Safe in Education 2025

DfE (2021) Teachers’ Standards

DfE (2020) Teacher Misconduct: Disciplinary Procedures for the Teaching
Profession
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This policy operates in conjunction with the following Trust policies:

Data Protection Policy

Staff Code of Conduct

Child Protection and Safeguarding Policy
Grievance Policy

Managing Allegations Against Staff Policy

3. Roles and responsibilities

The Board of Trustees is responsible for:

Monitoring and reviewing the policy on an annual basis to ensure its
effectiveness

Ensuring the Trust has made provision for its members of staff to read and
understand the provisions outlined in this policy

Initiating a disciplinary process and deciding the appropriate level of action
where an allegation is made against the Chief Executive

Ensuring a culture is established where staff members are supported and
assisted in achieving and maintaining the required standards of conduct

The dismissal of the Chief Executive and for delegating the hearing of appeals
in line with the Trust Scheme of Delegation as appropriate.

The People Team is responsible for:

Supporting trust and school leaders with the day-to-day implementation of this
policy.

Ensuring this policy and its associated procedure are readily available to all
staff members and can be accessed in an appropriate format

Supporting trust and school leaders to initiate disciplinary action and provide
advice to assist leaders to determine the appropriate level of action

Ensuring records are kept of all disciplinary meetings and communications with
staff members

Ensuring that all documentation relating to disciplinary issues is retained in
accordance with the Trust’'s Data Protection Policy

If a matter progresses to a disciplinary hearing, supporting the Investigating
Officer to prepare and present details of the staff member’s failure to meet
and maintain the required standards of conduct

Supporting the Hearing Officer to communicate the outcomes of the
disciplinary procedure to staff members

If the matter concerns a safeguarding issue, ensuring the Designated
Safeguarding Lead (DSL), Designated Staff Member for Managing Allegations
against Staff (DSMA) and Local Authority Designated Officer (LADO) (where
appropriate) is notified
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Trust and school leaders are responsible for:

e The day-to-day implementation of this policy including setting and
communicating expected standards of conduct

e Addressing conduct issues promptly and in line with this policy

e Conducting fair investigations when undertaking the role of Investigating
Officer

e Conducting fair disciplinary hearings when undertaking the role of hearing
chair

Staff members are responsible for:

e Familiarising themselves with the standards outlined in the Staff Code of
Conduct

e Adhering to the provisions outlined in this policy and cooperating with the
disciplinary procedure

e Aftending all meetings, interviews and hearings that take place in accordance
with this policy and its associated procedure

e Lodging appeals within the fimescales set out in this policy and procedure

e If choosing to be accompanied to a disciplinary or appeal hearing, noftifying
the disciplinary officer who their chosen companion is, at least five days before
the hearing.

4. Minor Misconduct

Minor conduct issues can often be resolved informally between the staff member and
their manager. These discussions should be held in private, without undue delay
whenever there is a cause for concern. Managers should advise the People Team of
concerns and the outcome of discussions with staff members. Where appropriate, a
note of any such informal discussions should be held on the staff member’s personnel
file but will be ignored for the purposes of future disciplinary hearings. In some cases,
an informal verbal/written warning may be given (often termed as a management
letter of advice), which will not form part of the staff member’s disciplinary records.

Depending on the nature of the conduct, it may be required that information
regarding the incident is held on the appropriate school’s Staff Safe CPOMS system.

Formal steps will be taken under the Trust’s disciplinary procedure if the matter is not
resolved, or if informal discussion is not appropriate (for example because of the
seriousness of the allegation).

Where a concern is raised which meets the *harm” threshold against a child, as set
out in Keeping Children Safe in Education, the policy on Managing Allegations
Against Staff should be followed.
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5. Investigations

The purpose of an investigation is for the Trust to establish a fair and balanced view of
the facts relating to any disciplinary allegations against a staff member, 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 staff member and/or
reviewing relevant documents.

Investigative interviews are solely for the purposes of fact-finding to determine if there
is a case to answer. No decision on disciplinary action will be taken until after a
disciplinary hearing has been held to consider the information gathered during the
investigation.

The staff member should cooperate fully and promptly in any investigation. This will
include informing the Trust of the names of any relevant witnesses, disclosing any
relevant documents to the Trust and attending investigative interviews if required.

Before any disciplinary decision is made, the staff member will be advised of the
allegations against them and will be given the opportunity to state their case. The staff
member will be notified in writing of the allegations to be answered, plus any
documentary evidence, before the disciplinary hearing.

The staff member must make every effort to attend an investigative interview or
disciplinary hearing and failure to attend, without good reason, may be freated as
misconduct in itself. If the staff member fails to attend without good reason, or if they
are persistently unable to do so (for example, for health reasons) the Trust may have
to make a decision based on the available evidence.

At any disciplinary or appeal hearing, the staff member will have the right to put
forward their case. The Trust shall be entitled to manage the time and resources
allocated to a disciplinary matter, including managing the time of a disciplinary
hearing and allocating time within a disciplinary hearing. This may result in limiting the
amount of time allocated to a staff member to present their case.

The decision and the reasons shall be communicated in writing to the staff member.
The staff member will be advised of their right to appeal and how to exercise that
right.
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6. Theright to be accompanied

The staff member may bring a companion to any disciplinary or appeal hearing under
this procedure. The companion may either be a trade union official, a trade union
representative or a work colleague not involved in the matter. The staff member must
tell the disciplinary officer who their chosen companion is, at least five days before
the hearing.

A companion 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.

If the choice of the companion is unreasonable, the Trust may ask for the staff member
to choose someone else:

e [f in the Trust's opinion the staff member’'s companion may have a conflict of
interest or may prejudice the hearing

e |f the companion is unavailable at the time a hearing is scheduled and will not
be available for more than five working days afterwards.

The Trust may, at its absolute discretion, allow the staff member to bring a companion
who is not a work colleague or union representative (for example a member of family)
if this will help the staff member to overcome barriers to effective participation caused
by a disability.

At a hearing, the companion may make representations to the Trust and ask questions
but should not answer questions on the staff member’s behalf. The staff member may
confer privately with their companion at any time during a hearing.

7. Suspension

In certain circumstances, consideration may be given to suspending the staff member
from their place of work at the outset of the investigation or at any stage during the
course of the investigation. The Trust will consider and document why suspension is
necessary before making this decision and will consider alternatives to suspension
where possible.

The suspension will be for no longer than is necessary and the Trust will confirm the
arrangements to the staff member in writing.

The decision to suspend may only be taken by An appropriate manager in line with
the Trust Scheme of Delegation.

Where the Chief Executive is to be suspended, the Chair of Trustees only has the power
to do so and must notify the full Board of Trustees.
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Where a Principal or Executive Principal or Head of School is suspended, the Trust will
notify the Chair (or Chairs) of the appropriate Educational Standards Committees
(ESCs) and the Chair of the Trust Board.

While the staff member is suspended, they should not visit the school or Trust site or
contact any of its pupils, parents, ESC members, Trustees, Members or colleagues
unless the staff member has been authorised to do so by the Chief Executive.

While suspended, the Trust will provide the staff member with a named contact with
whom they can liaise to support them through the investigation.

Suspension of this kind is not a disciplinary penalty and does not imply that any
decision has already been made about the allegations. The staff member will
confinue to receive their salary during the period of suspension. Every effort will be
made to avoid lengthy periods of suspension. The length of suspension may be
impacted by investigations being conducted by external agencies e.g. the police.
Where this is the case, the Trust will licise with the external agency (as far as possible)
and whenever possible, it will keep the staff member updated during their suspension.
The decision fo suspend, and the conditions of suspension, will be reviewed
periodically and the staff member will be updated as and when necessary.

8. Confidentiality

The Trust aims to deal with all disciplinary matters sensitively and with due respect for
the privacy of all individuals involved. All staff members must tfreat any investigation
and/or disciplinary matter as strictly confidential.

The Trust prohibits the electronic recording of any meetings or hearings conducted
under this policy.

Staff members will normally be told the names of any withesses whose evidence is
relevant to disciplinary proceedings against them, unless the Trust believes that a
witness's identity should remain confidential (e.g. where the witness may be deemed
to be vulnerable or where there is a fear of retaliation).

The Trust will make every effort to maintain confidentiality and guard against
unwanted publicity whilst an allegation is being investigated. Where a staff member
has been accused of misconduct by a pupil, the school and the Trust will ensure no
material is published or made public that could identify the staff member as the
subject of the allegation.

Reporting restrictions will remain in place until the staff member is charged with an
offence or until the Secretary of State publishes information on the outcome of the
investigation (if appropriate). Reporting restrictions will be disapplied if the staff
member waives their right to anonymity by going public themselves or by giving their
consent for another to do so, or if the restrictions are lifted by a judge (if appropriate).

10
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9. Criminal allegations and referrals

Where a staff member’s conduct is the subject of a criminal investigation, charge or
conviction, the Trust will investigate the facts before deciding whether to take formal
disciplinary action. The Trust will delay its investigation if police ask the Trust not to
progress while they complete a criminal investigation.

The Trust will not usually wait for the outcome of any prosecution before deciding what
action, if any, to take. Where the staff member is unable or has been advised not to
aftend a disciplinary hearing or say anything about a pending criminal matter, the
Trust may have to take a decision on available evidence.

A criminal investigation, charge or conviction relating to conduct outside of work may
be treated as a disciplinary matter if the Trust considers it relevant to the staff
member’'s employment.

The Trust has an obligation to refer matters of concern to the LADO, Teacher
Regulation Authority and/or DBS as appropriate based on the specific facts of any
allegation. Such disclosures may be necessary even where a staff member has
resigned during a disciplinary process before any outcome has been reached. The
Trust will seek specific advice from its legal advisers on any required disclosure.

10. Allegations of abuse made against staff

In the event of the Trust becoming aware of any safeguarding allegations, including,
for example, harm to children, which may have been made against a member of
staff (whether initially reported internally or externally), the allegation will be dealt with
in accordance with the Trust's Child Protection and Safeguarding Policy and its
Managing Allegations Against Staff and Volunteers Policy.

11. The disciplinary hearing

Following any investigation, if the Trust considers there are grounds for disciplinary
action, the staff member will be required to attend a disciplinary hearing. The Trust will
inform the staff member, in writing, of the allegations against them, the basis for those
allegations and what the likely range of consequences will be if it is decided after the
hearing that the allegations are found to be frue (on the balance of probability). The
Trust will also include the following (where appropriate):

e A summary of relevant information gathered during the investigation
e A copy of any relevant documents which will be used at the disciplinary
hearing

11
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e A copy of any relevant witness statements, except where a witness’s identity is
to be kept confidential, in which case, the Trust will give the staff member as
much information as possible while maintaining confidentiality.

The Trust will give the staff member written notice of the date, time and place of the
disciplinary hearing. The hearing will be held as soon as reasonably practicable, but
the staff member will be given a reasonable amount of time, usually 10 days, to
prepare their case, based on the information provided to them by the Trust.

12. Procedure at a disciplinary hearing

If the staff member or their companion cannot attend the hearing, they should inform
the Trust immediately and an alternative time will be arranged. The staff member must
make every effort to attend the hearing. If the staff member fails to attend without
good reason, or they are persistently unable to do so (for example for health reasons),
the Trust may have to take a decision in the absence of the staff member based on
the available evidence.

The hearing will be chaired by an appropriate manager in line with the Trust Scheme
of Delegation. A member of the People Team will attend to support the Chair and
advise on process. The Investigating Officer will attend to present the findings of the
investigation, supported by a member of the People Team.

The Chair of the hearing, who is the Deciding Officer (DO), will open the proceedings
by:

Stating the purpose of the hearing

Intfroducing all present

Saying how the hearing will be conducted

Confirming that all have the same documentation

Confirming the number and names of witnesses attending on both sides
Asking for any points of clarification to be stated

Reading the disciplinary allegations

Asking each side to present their case and ensuring that all presentations,
evidence and questions are relevant and questioned if any area is unclear

The case will then be heard. The staff member will be able to respond and present
any of their own evidence.

The staff member may ask relevant withesses to appear at the hearing, provided
sufficient advance notice is given to arrange their attendance. The staff member will
be given the opportunity to respond to any information given by a witness. However,
staff members will not normally be permitted to cross-examine witnesses unless, in
exceptional circumstances, the Trust decides that a fair hearing could not be held
otherwise. Witnesses may be called by either party, and it is the responsibility of those
calling witnesses to make clear what evidence the witness will bring to the hearing so

12
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that appropriate and relevant questions may be asked. In exceptional circumstances,
specific arrangements may be made, such as agreeing questions in advance, if the
matter is highly sensitive.

The DO may adjourn the disciplinary hearing if further investigations are required, such
as re-interviewing witnesses in the light of any new points the staff member has raised
at the hearing. Staff members will be given a reasonable opportunity to consider any
new information obtained before the hearing is reconvened.

The Trust will inform the staff member of the decision and reasons, usually within one
week of the disciplinary hearing.

13. The decision letter

A letter detailing the decision will be given to the staff member after the hearing and
a copy Wil be placed on their personnel file, if a warning or higher-level sanction is
issued. Following the outcome of the hearing, the decision letter will state:

The reason for the decision

The course of action to be followed by the staff member

The timescale in which improvement is required (if applicable)

Where assistance is required, the assistance which will be made available to

the staff member (e.g. training and guidance)

The date on which the warning will elapse

e That further disciplinary action will be considered if there is further misconduct
or insufficient improvement within the timescale of the warning

¢ Theright of appeal against the decision and how to exercise that right.

If the warning is final, it will also state that if the staff member's conduct continues to
be unsatisfactory or if there is further misconduct, it may lead to dismissal.

Appendix 1 provides guidance for Deciding Officers to help inform decisions
regarding potential sanctions following a disciplinary hearing. Advice can also be
provided by the People Team in relation to consistency and proportionality.

14. The effect of a warning

Written warnings will set out the nature of the misconduct, the change in behaviour
required, the period for which the warning will remain active and the likely
consequences of further misconduct in that active period.

In exceptional cases, verging on gross misconduct, a final written warning may state
that it will remain active for a period which is longer than 12 months. The staff

13
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member’'s conduct may be reviewed at the end of the warning’s active period and
if it has not improved sufficiently, the Trust may decide to extend the active period.

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

15. Gross Misconduct

Gross misconduct is a serious breach of contract and includes misconduct which, in
the Trust’'s opinion, is likely to prejudice the business of the Trust or the academy where
the staff member works or bring it into disrepute or irreparably damage the working
relationship and frust between the staff member and EVAT.

Gross misconduct will usually result in dismissal without warning, with no notice or
payment in lieu of notice (summary dismissal).

The following are examples of matters which are normally regarded as gross
misconduct:

e Deliberate falsification of any document, including documents relating to the
right to work, DBS, qualifications or qualified teacher status

Stealing, theft, dishonesty or fraud

Fighting, physical violence or bullying (actual or threatened)

Bullying, abusive or threatening behaviour

Deliberate and serious damage to property

Deliberate and serious misuse of the Trust’s or school's property or name
Deliberately accessing internet sites containing pornographic, offensive or
obscene material during work time or using equipment which belongs to the
Trust

Deliberately accessing any internet sites which contain child pornography
Serious insubordination

Unlawful discrimination or harassment

Bringing the Trust or its schools into serious disrepute

Serious incapability at work brought on by alcohol or illegal drugs, subject to
the Trust’s substance misuse policy

Causing loss, damage or injury through serious negligence

A serious breach of health and safety rules

A serious breach of confidence

Serious wilful neglect of duty

Placing pupils at risk of harm

Improper disclosure of confidential information

Knowingly aiding and abetting a disciplinary offence by a colleague

Serious professional misconduct

Making false of malicious statements about third parties including but not
limited to staff members, ESC members or Trustees

14
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e Smoking on Trust or school premises.
This list is intended as a guide and is not exhaustive.
16. Alternatives to dismissal

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

Demotion

Transfer to another department or job
A period of suspension without pay
Loss of seniority

Reduction in pay

Loss of future increment.

17. Appeals

All staff members have the right of appeal if they feel that disciplinary action taken
against them is wrong or unjust. The staff member should submit their appeal, in
writing, to the People Team within one week of the date on which they were informed
of the decision in writing. The written appeal submission should state the full grounds
for the appeal.

If the staff member is appealing against dismissal, the date on which the dismissal
takes effect will not be delayed pending the outcome of the appeal; however, if the
appeal is successful, the staff member will be reinstated with no loss of continuity or

pay.

If the staff member raises any new matters in their appeal, the appeal officer may
need to complete further investigations. If any new information comes to light, the
appeal officer will provide the staff member with a summary including, where
appropriate, copies of additional relevant documents and witness statements. The
staff member will have a reasonable opportunity to consider this information before
the hearing.

The Trust will give the staff member written notice of the date, time and place of the
appeal hearing. The appeal hearing will be a review of the fairness of the original
decision in light of the procedure that was followed and if any new information that
may have come to light. This will be at the Trust’'s discretion depending on the
circumstances of the case. The staff member may bring a companion to the appeal
hearing.

15
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The appeal hearing will be conducted impartially and wherever possible by a more
senior staff member who has not been involved in the case in line with the Trust
Scheme of Delegation.

The manager who conducted the disciplinary hearing will be present to explain their
decision and respond to points raised by the employee in their appeal submission.
The appeal officer may adjourn the appeal hearing if the Trust needs to carry out
further investigations in light of any new points the staff member has raised at the
hearing. The staff member will be given reasonable opportunity to consider any new
information before a decision is given.

The appeal officer may do any of the following:

e Confirm the original decision
e Revoke the original decision
e Substitute a different sanction.

The appeal officer will inform the staff member in writing of the final decision as soon
as possible. There will be no further right of appeal.

18. Public Sector Equality Duty (Equality Act 2010)

In preparing or amending this policy, the author has given due regard to the Public
Sector Equality Duty; that is, they have considered any potential impact on people
who share certain protected characteristics. These protected characteristics are
defined as: race, disability, sex, age, religion or belief, sexual orientation, pregnancy
and maternity and gender reassignment.

Appendix 1 - Guidance for warnings
This appendix provides guidance for Deciding Officers to help inform decisions

regarding potential sanctions following a disciplinary hearing. Advice can also be
provided by the People Team in relation to consistency and proportionality.

Sanction Definition

Level 1: First Where there are no other active written warnings on the
written warning | disciplinary record, the staff member will usually receive a first
written warning. It will remain active for 6 months from the date
of decision (excluding the summer holiday)

Level 2: Written | A written warning may be given where the case has already
warning involved a first warning and insufficient improvement has been
made, where further misconduct has occurred or where the
case is of sufficient importance or seriousness. It will remain

16
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active from the date of decision for 9 months (excluding the
summer holiday)

Level 3: Final
written warning

In case of further misconduct or a failure to improve where
there is a first written warning on the staff member’s record,
they will receive a final written warning for serious cases of
misconduct. The warning will remain active from the date of
decision for 12 months (excluding the summer holiday). The
disciplinary officer may impose a final written warning and
specify that such a warning will remain in force for a longer
period

Level 4:
Dismissal or
other action

A staff member may be dismissed for further misconduct or
failure to improve where there is an active final written warning
on their record, or for an act of gross misconduct

17




