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	Policy Statement
( Name of Church / Employer) expects a good standard of behaviour and performance from its employees to protect its proper operation and the health and safety of all.  The Model Disciplinary Procedure is outlined as Annex 1 to this document.  Employees will have the right of appeal against any sanctions imposed under this procedure.
Scope
The Disciplinary Policy and Procedure applies to all employees regardless of age, sex, sexual orientation, race, religion or belief, disability, marital status, pregnancy or maternity or gender reassignment status. They do not apply to individuals who occupy roles as ministers.  

1.	DISCIPLINARY POLICY AND PROCEDURE 
             1.1	The purpose of the Disciplinary Policy and the associated Procedure is to ensure that any concerns over employees’ conduct or behaviour are handled in a fair, consistent and timely manner.
1.2       Disciplinary rules and procedures are necessary for promoting fairness and order in the treatment of the individual, and in the conduct of industrial relations. The ACAS Code “Disciplinary Practice and Procedures in Employment” stresses the need for disciplinary rules and a clear procedure for dealing with any disciplinary issues.
1.3	This Disciplinary Procedure is not contractual and therefore does not form part of the employees’ Terms and Conditions of Employment.

 2.        THE DISCIPLINARY RULES
 2.1        These Rules are not intended to cover all possible circumstances which may arise.  The application of the Rules will depend upon the circumstances of each case.
  2.2	The omission of a particular type of conduct from the Rules does not mean that disciplinary action is thereby excluded. The Rules give examples only and any breach of normal good conduct will be subject to action.
 2.3	Employment may be terminated summarily, i.e. without notice or pay in lieu of notice, if at any time an employee is guilty of any type of gross misconduct for example dishonesty, gross negligence, breach of duty or any serious breach of a material term of the contract of employment. 
 2.4	Certain conduct is so serious that the first occurrence would probably result in dismissal. The following are examples of gross misconduct:
I. Stealing or misusing the employer’s, staff or clients’ property
II. Consuming alcohol or illegal drugs on the premises or being on licensed premises without good reason at any time during working hours or being on premises visited in the course of duties under the influence of alcohol or such drugs
III. [bookmark: _Hlk28950859]Any action which involves malicious or deliberate discrimination against any person on the grounds of sex, gender identification, sexual orientation, gender reassignment status, marital or civil partnership status, age, race, colour, nationality, national origins, ethnic origins, religion or belief or disability.
IV. Bullying or harassment of other employees, clients, members of the public attending the church premises.
V. Attacks on fellow employees or clients or fighting
VI. Unacceptable use of obscene or abusive language
VII. Discussing personal or confidential matters with any unauthorised persons
VIII. Wilful abuse or destruction of the employer’s or clients’ property
IX. Bringing the organisation into disrepute
X. The receiving or giving of any gift, loan, fee, reward or advantage for doing, or not doing, anything or showing favour, or disfavour to any person in their capacity as an employee
XI. Any serious breach of confidentiality 
XII. Falsifying an application for employment, medical records, work records or other official documents
XIII. Having sexual relations with clients, official or other visitors or other employees on church premises
XIV. Wilful refusal and/or repeated failure to follow safe working practices or serious breach of the Health and Safety rules.
XV. Being found guilty of a criminal offence
XVI. Being found not guilty of a criminal offence but where the offence and situation may be considered sufficiently serious to fall within the boundaries of serious misconduct and which may affect your work for the employer.
XVII. Safeguarding concerns and related offences
XVIII. Failure to disclose any personal interest of the employee which conflicts with the interests of the employer
XIX. 	Any breach of confidence relating to the employer or other organisations involved with it
XX.	The use of aggressive language within the workplace
Misconduct of a nature for which the normal procedures of warning and other measures would be followed but which could lead to dismissal include:
I. Negligence resulting in minor loss, damage or injury 
II. Unsatisfactory time keeping
III. Unsatisfactory attendance record
IV. Refusal to carry out a reasonable instruction
V. Any unauthorised absence
VI. Leaving the place of work without permission or reasonable cause.
VII. Not taking reasonable care with regards to the safety of self and other employees,  or members of the public.
VIII. Conduct which could reasonably be expected to bring the Church or the United Reformed Church into disrepute, particularly conduct which may cause the public to believe that the employee’s duties are not being carried out in a proper manner.
IX. Any action which involves malicious or deliberate discrimination against any persons on the grounds of gender identification, sexual orientation, gender reassignment status, marital or civil partnership status, age, race, colour, nationality, national origins, ethnic origins, religion or belief or disability.
X. activities or impropriety in relation to tasks carried out for the Employer whether or not within working hours which could reasonably be considered to be detrimental or conflicting with the employer’s interests.
XI. The downloading or viewing of pornographic or other offensive material from the internet on church premises or on devices belonging to the employer.

These lists are not exhaustive and other conduct may be considered a breach of disciplinary rules. 




























ANNEX 1
MODEL DISCIPLINARY PROCEDURE 
 
1. INTRODUCTION. 
 
This Disciplinary Procedure is provided for information and guidance and does not form part of the employees’ Terms and Conditions of Employment. 
1.1 At all stages in the procedure employees have the right to be accompanied by a colleague or Trade Union official or other independent person by prior agreement at interviews and hearings or represent them.  Employees may not be accompanied by a legal professional.
1.2 Nothing in this procedure is intended to remove the right of the Employer to give an employee an informal reprimand or warning when the employee is believed to have committed a minor infringement of the established standards of conduct.   The employee’s Line Manager will make a note of that informal reprimand or warning for future reference and, should the employee’s conduct on a later occasion justify action under this procedure, any such recording of informal warning may be used if the warning is relevant to the conduct under consideration.  Any grievance about an informal reprimand or warning should be exercised, if the employee so wishes, through the grievance procedure. 
 
2. THE PROCEDURE. 
 
2.1 Where a matter arises which is suspected or believed to contravene a disciplinary rule or may otherwise be a disciplinary matter, the Church will nominate individuals to undertake individual roles as required to ensure that a fair process is followed.
 
2.2 Where the matter is believed to involve serious misconduct the employee will be immediately suspended from work on full (basic) pay while the investigation proceeds.    
2.3 Where the matter is believed to involve misconduct suspension is not automatic but the Employer reserves the right to suspend the employee where it is felt necessary, especially for Safeguarding alerts and for reasons of Health and Safety. 
2.4 All suspensions will be confirmed in writing as soon as is reasonably practicable.   The letter will include: 
(i) that this is a precautionary, not a disciplinary, suspension pending the outcome of the matter; 
(ii) the reason for the suspension; 
(iii) that the employee must be available during normal working hours for interviews and 
(iv) that the employee must not enter their work premises nor have contact with colleagues during normal working hours without the permission of the Employer 
(v) Any suspension will be reviewed every two weeks.   Regardless of the progress of the disciplinary action, the review will consider whether or not it is advisable/desirable for the employee to return to work pending the outcome of the disciplinary action.   Decisions regarding the review will be passed to the employee in writing. 
2.5 Following an alleged breach of the disciplinary rules an investigation into the allegation must take place.   The purpose of the investigation is to establish all of the relevant facts concerned with the allegation. 
2.6 Where the investigation involves safeguarding, the safeguarding investigation will take precedence over any other investigations.  Reference must be made to the URC Safeguarding Guidelines and the Synod Safeguarding Advisor must be made aware of the investigation. 
2.7 The investigation will be carried out internally or by any suitable third party instructed by the Employer. 
The investigator will: 
(i) Interview the accused employee, who has the right to request the presence of a chosen representative, in order to establish a response to the allegation. 
(ii) Interview any witnesses or other people relevant to the allegation and obtain written statements. 
(iii) Collect any documentary evidence concerning the allegation. 
(iv) Prepare a report, which details the allegation; the circumstances in which the alleged misconduct occurred; the findings of the investigation; conclusions and a recommendation for either a disciplinary hearing or withdrawal of all allegations. 
2.8 Should the recommendation be for the withdrawal of all allegations, the employee concerned must then return to work immediately without prejudice to the outcome of any subsequent disciplinary action.   The employee must be informed of this decision in writing. 
2.9 Should the recommendation be for a disciplinary hearing, such a hearing must be arranged as soon as is practicable.  This is particularly relevant in cases of safeguarding investigations. 
2.10 The employee and their representative (if any) must be given a minimum of three working days’ notice of the hearing.   The notice must include the nature of the alleged misconduct and copies of any statements obtained from witnesses unless the witnesses are attending the hearing in which case their statements can be verbal. 
2.11 If, for good reason, the employee is unable to attend the hearing it will be adjourned to an alternative date and the employee and their representative (if any) will be informed of the new date giving a minimum of three working days’ notice.   If the employee is unable to attend the re-arranged hearing it will normally proceed in his or her absence but with his or her representative being given the opportunity to present the employee’s case on his or her behalf.   Any submission by the employee or his or her representative in writing will be considered. 
2.12 If the employee has been signed off as sick by a Doctor, for stress or any other related condition, then the hearing can be arranged as above but the Employer should employ all reasonable adjustments to facilitate the hearing.  Examples of adjustments are: 
· That the hearing is held at a venue where the employee feels comfortable including their home. 
· That a representative can be used to attend the hearing on behalf of the employee. 
· That the time of the hearing can be adjusted to a time suitable for the employee. 
This list is not exhaustive and any adjustments as can be defined as reasonable and feasible should be considered.
2.13 If, in spite of all efforts to facilitate the hearing the employee can still not attend then the hearing can go ahead in their absence and the employee must be informed in writing of this and of the outcome. 
 
3. THE DISCIPLINARY HEARING. 
 
3.1 A person who was not involved in carrying out the investigation will chair the disciplinary hearing.   The Chair has the right to appoint to the disciplinary panel a suitable third party person(s) at their discretion. 
3.2 The person who carried out the investigation will not be a member of the panel but will be asked to attend to present the supporting facts and materials. 
3.3 The employee and their representative and the members of the panel will be entitled to question the investigator and any witnesses who may attend.   The employee or their representative will be entitled to give any explanation he or she wishes and may be questioned by the investigator, the Chair and members of the panel (if any).   All parties involved will be given the opportunity to address the Chair. 
3.4 The order of the hearing will be: 
(i) The Chair will introduce the participants and outline the procedure. 
(ii) The investigator will present the management’s case. 
(iii) Witnesses may be called to support the management’s case and may be questioned.  
(iv) The employee or their representative will present the case for their case in their defence. 
(v) Witnesses may be called to support the defence and may be questioned.   
(vi) The investigator will summarise the management’s case. 
(vii) The employee or their representative will summarise their defence. 

(viii) The Chair will request the withdrawal of both parties but may call upon either party in the presence of the other, for points of clarification. 
(ix) The Chair will recall both parties and convey the decision of the panel orally.    
(x) Where the management’s case is proven on the balance of probabilities, the Chair will announce the disciplinary action, if any, to be taken and will explain the employee’s right of appeal under this procedure. 
(xi) Where the management’s case is not proven, the Chair will dismiss all allegations. 
3.5 The Chair may adjourn the proceedings at any stage if this is deemed necessary or desirable.  If adjourning for the purpose of obtaining further information the Chair will specify the nature of that information.   Any adjournment must be for a stated period of time. 
3.6 Within three working days of the conclusion of the hearing, the Chair will arrange for the employee and their representative (if any) to receive full details of the decision in writing.    
 
4. DISCIPLINARY ACTION. 
 
4.1 In cases, other than those involving gross misconduct, where a reasonable belief in the employee’s guilt of the alleged misconduct is established on the balance of probabilities, the following disciplinary action may be taken: 
 
(i) For a minor offence or offences, a formal oral warning making it clear that further misconduct will render the employee liable to further disciplinary action involving more severe consequences.   The employee must be informed that this warning will be lodged on their personnel file and removed after six months of satisfactory conduct. 
(ii) For a more serious offence, or the commission of a lesser offence after a formal oral warning has previously been given and remains in force, a first written warning will be given.   The first written warning must include the nature of the offence and inform the employee that further misconduct is liable to result in further disciplinary action under this procedure.   The first written warning will be lodged on the employee’s personnel file and removed after twelve months of satisfactory conduct. 
(iii) For a serious offence which might justify summary dismissal for gross misconduct but where management decides that a lesser penalty is appropriate in the circumstances or for an offence after a first written warning has been given and is still in force, a final (or combined first and final) written warning.   The final (or combined first and final) written warning must include the nature of the offence and inform the employee that further misconduct will render him or her liable to further action under this procedure and could result in dismissal.   The final (or combined first and final) written warning will be lodged on the employee’s personnel file and will be removed after eighteen months of satisfactory conduct. 
(iv) For an act or acts of further misconduct, other than gross misconduct, by an employee who is under a final written warning given in accordance with (iii) above, the employee will be liable to dismissal with notice or with pay in lieu of notice. 
(v) In cases where gross misconduct is alleged and is established on the balance of probabilities, the employee will be liable to summary dismissal without notice, pay in lieu of notice or accrued benefits. 
 
5. APPEAL. 
 
5.1 Where a formal disciplinary hearing has taken place and a disciplinary decision has been taken, the employee may appeal against the decision by notifying the relevant identified person of the grounds of appeal in writing within ten working days of receipt of the written decision.   The written notice of appeal must make clear whether the employee is appealing against the finding that he or she committed the alleged act or acts of misconduct, and/or the level of disciplinary action imposed. 
5.2 A suitable third party may be appointed to conduct and Chair an appeal.  The Chair of the appeal can consider evidence from the Chair of the disciplinary panel, the investigating officer and any other persons/witnesses as deemed appropriate on the panel.  The appeal will be held as soon as is practicable but no longer than twenty working days from receipt of the employee’s written notice of appeal. 
5.3 The employee has the right to be accompanied by a colleague or Trade Union official or other independent person by prior agreement.   
5.4 At the appeal the person who chaired the disciplinary panel will explain why he/she and the panel member(s) (if any) reached their decision.   The investigator will attend to answer any questions that may arise.   The employee and their representative will be entitled to ask any questions and to make submissions on the employee’s behalf. 
5.5 An appeal will not normally be a full rehearing of the original disciplinary action but will focus on the employee’s written reasons for appeal 
5.6 At the completion of the appeal, the Chair will announce his or her decision; this decision will be final.   No further right of internal appeal will be available. 
5.7 Where an appeal is against a dismissal decision by the disciplinary panel and the appeal upholds the decision, that decision will have immediate effect.   If the dismissal is with notice, the period of notice will have begun at the date the decision was given by the disciplinary panel.   If summary dismissal without notice has been imposed, no liability to pay the employee for the period between the original decision and the disposal of his or her appeal will arise. 
 
6. THE MODIFIED DISMISSAL PROCEDURE. 
 
6.1 Under the rules it is allowed to summarily dismiss an employee where evidence of gross misconduct is so clear and irrefutable that an investigation is considered unnecessary. 

