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DISCIPLINARY POLICY
Introduction
This policy sets out the disciplinary procedures for employees within the preschool to ensure fair and consistent treatment of all staff. It aligns with the ACAS Code of Practice on Disciplinary and Grievance Procedures and adheres to UK employment law.
The preschool the ACAS Code of Practice recognises that a well-disciplined workforce is essential to maintaining a safe, positive, and productive environment for children and staff. This policy provides a clear framework for dealing with concerns related to employee conduct and performance. It aims to resolve issues efficiently while upholding the rights of employees.

Aim
The aim of this policy is to:
· Ensure disciplinary matters are handled fairly, consistently, and transparently.

· Encourage improvement in employee conduct and performance.

· Provide a structured approach to addressing misconduct or poor performance.

· Protect the welfare and safety of children, staff, and parents within the preschool.

· Comply with the ACAS Code of Practice and UK employment law.
Where possible, minor concerns will be dealt with informally through discussions and support. However, where formal disciplinary action is necessary, it will follow the procedures outlined in this policy.

Scope
This policy applies to all preschool employees, including:
· Full-time and part-time staff.

· Temporary, contract, and agency workers (where applicable).

· Volunteers and student placements (where relevant).
This policy covers disciplinary matters relating to:
· Misconduct (e.g., breaches of preschool policies, inappropriate behaviour).

· Poor performance (e.g., failure to meet professional standards or job requirements).

· Gross misconduct (e.g., safeguarding breaches, violence, theft).
Any allegations relating to child safety or safeguarding concerns will be handled in accordance with statutory safeguarding procedures and may result in referral to external agencies such as Ofsted, the Local Authority Designated Officer (LADO), or the police.

Principles
To ensure fairness, all disciplinary processes will adhere to the following principles:
· Fairness & Transparency – Employees will be informed of concerns and given an opportunity to respond before any decisions are made.

· Consistency – The policy will be applied equally to all staff.

· Confidentiality – All disciplinary matters will be handled sensitively and discreetly.

· Right to Representation – Employees have the right to be accompanied by a colleague or trade union representative during formal hearings.

· Right to Appeal – Employees may appeal against disciplinary decisions.

Informal Resolution
Where possible, concerns will be addressed informally through discussions with the employee, offering guidance and support to encourage improvement. If the issue persists or is serious, the formal disciplinary procedure will be initiated.

Formal Disciplinary Procedure
Investigation

· An investigation will be conducted to establish the facts before formal action is taken.

· The employee will be informed of the allegations and may be interviewed as part of the process.
Disciplinary Hearing
If a formal hearing is required:

1. The employee will receive written notice detailing the allegations, evidence, and possible outcomes.

2. The employee has the right to be accompanied.

3. The employee will have the chance to present their case.
Possible Outcomes
Depending on the severity of the issue, the following actions may be taken:
· Verbal Warning – For minor misconduct.

· Written Warning – For more serious or repeated misconduct.

· Final Written Warning – For serious misconduct or repeated issues after a written warning.

· Dismissal – For gross misconduct (e.g., safeguarding breaches, theft, violence

Gross Misconduct
Acts of gross misconduct may result in summary dismissal (instant dismissal without notice). Examples include:

· Abuse or neglect of children.

· Theft, fraud, or dishonesty.

· Physical violence or threats.

· Serious breaches of health and safety.

8. Appeals Process

Employees can appeal against disciplinary decisions within 5 working days. Appeals must be submitted in writing, explaining the reasons. An impartial manager will review the appeal and make a final decision.

9. Record-Keeping

All disciplinary records will be kept confidential and retained for an appropriate period in compliance with GDPR and employment regulations.

This policy was adopted at a meeting of the Pre-school held in September 2019 and reviewed January 2025.
Signed on behalf of Potton Pre-school_______________________________________________________

Date Signed__________________________________________________________________________

Date to be reviewed____________________________________________________________________

