
FLYING BULL PRIMARY AND NURSERY SCHOOL 
 

Staff Discipline Policy 
 
1 The Governing Body of Flying Bull Primary and Nursery School is committed to ensuring that all 

staff at the school should be treated in a consistent, fair and sensitive manner. This approach 
requires that the Governors should specify those aspects of misconduct which may warrant 
consideration under the terms of the School’s disciplinary procedure.  

 
The following disciplinary rules have, therefore, been drawn up in consultation with the staff. It is 
expected that, wherever possible, problems of indiscipline will initially be dealt with through 
informal counselling. Where such counselling has not led to the desired improvement or the matter 
is sufficiently serious to warrant immediate formal action, the disciplinary procedure will be 
operated. 

 
2 The lists below are not exclusive or exhaustive and there may be other matters which are 

sufficiently serious to warrant categorisation and consideration as either ‘misconduct’ or gross 
misconduct’. ‘Gross misconduct’ occurs when actions complained of are such that it is not feasible 
to tolerate the continued presence of the employee at the place of work whilst the matter is being 
investigated. For the purposes of the disciplinary procedure, the terms ‘misconduct’ and ‘gross 
misconduct’ are also taken to include ‘negligence’ and ‘gross negligence’ where the occurrence 
amounts to a breach of contract. 

 
3 Misconduct which may warrant action under the appropriate stage of the disciplinary procedure 

includes: 
 

 Poor timekeeping or persistent lateness 

 Unauthorised absence from work 

 Unauthorised use of school facilities 

 Wilful failure to comply with a reasonable instruction from a member of senior 
management 

 Persistent minor breaches of health and safety management 

 Foul or abusive language 

 A negative incident involving social networking which is not sufficiently serious to fall into 
the category of  ‘gross misconduct’ 

 Sexual or racial harassment which is not sufficiently serious to fall into the category of  
‘gross misconduct’ 

 Physical assault which is not sufficiently serious to fall into the category of ‘gross 
misconduct’ 

 
This list is not exhaustive. 
 

4 Gross Misconduct which due to its nature may lead to suspension from post prior to consideration 
of dismissal includes 

 

 Unauthorised removal of the school’s property. 

 Serious sexual or racial harassment 

 Offences of dishonesty 

 Serious breaches of health and safety requirements 

 Sexual offences 

 Serious criminal offences which undermine the employee’s ability to perform his / her job 



 Sexual misconduct at work 

 Persistent wilful failure to comply with a reasonable instruction from a member of the 
senior management team 

 A negative incident involving social networking which is sufficiently serious to fall into the 
category of  ‘gross misconduct’ 

 Fighting 

 Physical Assault 

 Actions which bring the school into serious disrepute 

 Drunkenness 

 Falsification of time sheets, subsistence and expense claims etc 

 Theft 

 Malicious damage to school’s property 
 
This list is not exhaustive. 
 
Discipline Procedure 
 
1  Introduction 
 
1.1 These procedures will apply to all staff except newly qualified teachers or employees who are 

subject to a probationary period. 
 
1.2  General Principles 
 
1.2.1 The professional associations / trade unions and the City Council recognise that it is to the mutual 

benefit of the Council, the Governing Body and the staff at the school for the procedures below to 
be followed when it becomes necessary to take disciplinary action in relation to the misconduct of 
an employee.  

 
These procedures are not applicable in cases where the Head teacher of a school is dissatisfied with 
the performance of a member of staff.  

 
Except in cases of serious or gross misconduct, the formal procedure should not be used as a first 
resort. Usually much can be achieved in the process of informal counselling between the Head 
teacher and the member of staff and it is only where this has failed that the formal procedure 
should be implemented. There should be no presumption of guilt.  

 
If procedure is to be used, the employee MUST be provided with a copy of this document. 

 
1.2.2 If it is necessary for all 5 stages of the procedure to be followed, this will be done consecutively. 
 
1.2.3 In the case of alleged gross misconduct, however, once it appears there may be a need to 

investigate further, the employee will normally be suspended from duty immediately (with no 
presumption of guilt) – if disciplinary action becomes necessary – the procedure will commence at 
Stage 4. This where possible should be face to face. 

 
 The employee will be suspended from duty by the Head teacher (or, in the case of the Head of the 

establishment, the Chair of the Governing Body). The Head teacher (or Chair of the Governing 
Body) is advised to consult with the Education Human Resources Team before suspending an 
employee from duty.  

 



1.2.4 The Head teacher, (or, in the case of the head of an establishment, the Director of Education and 
Lifelong Learning if so requested by the Chair of Governors) will immediately confirm the 
suspension, and the reasons for suspension in a letter to the employee concerned.  

 
1.2.5 Specific appeals against the substance of any formal warning shall only be considered under the 

Appeals Procedure which forms part of this document. We as a school have an Appeals Panel made 
up of 3 governors, including the Chair of Governors to consider any appeals from staff which may 
arise from action taken under the terms of this document. These Governors are automatically 
excluded from and must have taken no part in, any consideration of any employee’s future 
employment under Stage 4. (see 2.1).The governors must maintain strict impartiality within the 
disciplinary process and avoid possible bias.  

 
1.2.6 At any stage of their procedure the employee may be accompanied by a representative from their 

trade union, professional association or friend or colleague. This will be recommended to the 
individual. 

 
1.2.7 No reference should be made to either informal discussion with the teacher or action taken by the 

Head teacher under stages 1 to 3 of this document in school records. Neither should the matter be 
formally reported to the Governing Body at that stage. 

 
1.2.8 Under normal circumstances, previous warnings given under the stages of the document will be 

disregarded in the following circumstances:- 
 

 Formal oral warning – after 20 school weeks satisfactory conduct from the date of issue of 
the warning 

 First written warning – after one years satisfactory conduct from the date of issue of 
warning 

 Final written warning – after two years satisfactory conduct from the date of issue of the 
warning 

 
Where there is to be any departure from these time periods, this will be drawn specifically to the 
employee’s attention in writing with an explanation. Exceptionally, there may be circumstances 
where the misconduct is so serious that it cannot realistically be disregarded for future disciplinary 
purposes. In such circumstances, it should be made very clear that the final written warning can 
never be removed and that any recurrence will lead to dismissal. 

 
1.2.9 If during a warning period an employee commences a period of sickness absence, this will not count 

as part of the warning period and therefore, the warning period should be extended by a period 
equal to that of sickness absence. 

 
The employee must be informed in writing as early as possible, of any extended period applied to a 
given warning. The employee must also be informed in writing that the reason for any warning 
period extension is due to the period of sickness absence that occurred during the original warning 
period. 
 
Persistent short term sickness absence during any period of a given warning should be calculated 
on a cumulative basis. If the persistent short term absence is more than one week cumulatively (or 
equivalent for part time staff) then it should be applied as an extension to a given warning period. 

 
 
 
 



1.3      Association Representatives 
 

Action beyond Stage 2 of these procedures will not be taken in respect of an accredited 
representative of an Association / Trade Union until the Headteacher (or the Education HR Officer if 
the Headteacher so wishes) has informed the appropriate full time Association / Trade Union 
official of the disciplinary action that is being contemplated. 

 
1.4      Advice from Portsmouth Local Authority 
 

The Headteacher and Governing Body will seek advice from the Education Human Resources Team 
whenever action is being contemplated under this procedure. The school will also inform the 
Director of Education and Lifelong Learning or his/her representative as they are entitled to be 
present at all stages when a dismissal is being considered. The school must also consult with them 
before proceedings under Stage 4 are arranged. The clerk to the Governing Body will be responsible 
for ensuring the contact with the Director of Education and Lifelong Learning is made in such 
circumstances. 

 
2.  FOR EMPLOYEES WHO ARE NOT HEADS OF ESTABLISHMENT 
 
2.1 There will be five stages of the procedure as follows: 
 

Stage 1  - Initial oral warning 
Stage 2  - First written warning 
Stage 3  - Final written warning 
Stage 4  - Governing Body Hearing 
Stage 5  - Appeal Hearing 

 
2.2 Before any formal disciplinary hearing which could lead to a warning under stages 1,2 or 3 is 

convened, the Headteacher or his/her delegated representative will make proper enquiries into the 
complaint and gather all the facts. The investigating officer should not be a member of the 
disciplinary panel. Having established that there appears to be a case to answer and decided to 
proceed with such a disciplinary hearing, the Headteacher (or his/her representative) shall: 

 
2.2.1 Give the employee at least 3 clear working days notice (6 working days where the Headteacher 

considers a final warning is possible and 10 working days where the Headteacher considers a 
Governing Body Hearing is appropriate) of the date of the hearing. 

 
2.2.2 Provide the employee at the same time with information as to the nature of the allegation(s), and 

ensure that the employee has been provided with a copy of this document. 
 
2.2.3 Advise the employee of his/her right to be accompanied by a friend/trade union representative 

and; 
 
2.2.4 Ensure that the employee is given an opportunity to state his/her case before any decision is taken. 
 
2.3 If, after hearing all the evidence and adjourning, as necessary, the Headteacher decides that a level 

of warning should be issued, the employee will be informed no later than two working days after 
the disciplinary hearing of: 

 

 The nature and level of the warning; 

 The reasons why it is being given; 

 The standards of conduct required in the future; 



 The consequences of further misconduct; 

 The right of appeal 
 

If the Headteacher decides to recommend the withholding of a salary increment as part of the 
disciplinary action, this should be communicated to the employee at the same time. 

 
2.4 In the case of an oral warning, the employee should be required to sign a record confirming that an 

oral warning has been given. Written warnings – including the conclusions of the disciplinary 
hearing – will be summarised and confirmed by letter to the employee. This information should be 
kept on the personal file for the period of time in respect of the warning and disregarded on the 
expiry date, but not removed. 

 
2.5 Stage 4 – Governing Body Hearing 
 

If, following the issuing of a final written warning, further misconduct occurs seeming to justify 
action under this stage, or gross misconduct is alleged, the Headteacher will make proper enquiries 
into the matter and gather all the relevant facts. The Headteacher will consult with the Chair of the 
Governing Body and the Education HR Officer and, subject to the outcome of these enquiries, may 
convene a formal hearing to consider the matter. However, the Headteacher should consult with a 
member of the governing body as a confidante. Usually this would be the Chair of the Governing 
Body, but in circumstances where the Chair of the Governing Body is a member of the Governing 
Body Hearing Panel or Appeals Panel, the Headteacher will need to select a further governor who 
will not otherwise have had any involvement with the case. The procedure for the hearing is 
defined in Annex A. 

 
2.6 Stage 5 – Appeal Hearing 
 

If the Disciplinary Body decides to dismiss the employee and he/she appeals against the decision, 
the Appeals Committee of the Governors will meet to consider the matter. The procedure for the 
meeting of the Appeals Committee is specified in Annex B. 

 
3 HEADS OF ESTABLISHMENT 
 
3.1 The procedure for Heads of Establishment will embrace the same stages and considerations as are 

contained in paragraph 2 with the following variations:- 
 

Stage 1 The Chair of the Governing Body, (in consultation with the Director of Education and 
Lifelong Learning or his/her representative as necessary) will take any action and will 
be advised by the Director of Education and Lifelong Learning on the maintenance of 
any official records kept. 

 
Stage 2 Similarly, the Chair of the Governing Body in consultation with the Director of 

Education or his / her representative as necessary will initiate the action and take 
the appropriate steps as defined within this stage. The Director of Education and 
Lifelong Learning will be provided with a copy of any warning given. 

 
Stage 3 The Chair of the Governing Body should consult with the Director of Education and 

Lifelong Learning where action under this stage is considered necessary, but if a 
disciplinary hearing is called, this will be conducted by the Chair and two other 
governors supported by the Director of Education and Lifelong Learning acting in an 
advisory capacity. The Governors will be responsible for the production and issue of 
any written statement, advised by the Director of Education and Lifelong Learning. 



Those Governors involved at this stage shall be debarred from sitting on any meeting 
of the Governing Body arranged under Stage 4. 

 
Stage 4 Any decision for reference of a disciplinary matter relating to a Headteacher to a 

Governing or Disciplinary Body under this stage should only be made after full 
consultation has taken place between the Chair of the Governing Body and the 
Director of Lifelong Learning. No person who has participated in decisions taken 
under earlier stages will be able to sit as a member of the body considering action 
necessary under this stage. 

 
Stage 5 (Consideration by an Appeals Committee of the Governing Body) 
 
3.2 Where the Articles of Government so provide, action under this paragraph shall be 

initiated by the Clerk to the Governing Body in consultation with the Director of 
education and Lifelong Learning and the Chair of the Governing Body. 
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