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Document Version 5.0

The electronic version is the definitive version of this document.

The content of this procedure may be subject to revision from time to time in line with the
policy review schedule or when legislation changes or operational reasons arise. Consultation
with the recognised trade unions will be completed before any changes are made.

Version Changes

Version Page Details of Change Agreed By Date
Number

1.0 All Board Approval for adoption CAST Board 19.07.2017

3.0 Various JCC 11.03.2019

Re-definition of responsibilities in line with the new
Scheme of Delegation. School Improvement Officers
changed to Education and Standards Managers.
Introduction of school Business Manager.

Change to timescale in providing notice of meetings.
Optional sanction in cases of gross misconduct.
Removal of right to legal representation.

Appendix 2 amended

3.0 All Board Approval CAST Board 29.03.2019
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Version Page Details of Change Agreed By Date
Number
4.0 Various Reference to HR Advisor replaced with HR SELT/ICC/Board | 22/07/2022
Representative of Directors
4.0 7 7.3- Added ‘All professional conversations should be | SELT/JCC/Board | 22/07/2022
recorded on the record in appendix 6 and stored of Directors
securely within the employees personnel file for 12
months’
4.0 10 11.2 Grammar correction SELT/JCC/Board | 22/07/2022
of Directors
4.0 10 11.5- Added ‘Where hearings are conducted virtually, | SELT/JCC/Board | 22/07/2022
all parties will have the opportunity to provide of Directors
consent to the recording of the session for note
taking purposes. All recordings will be stored
securely and confidentially disposed of once the
minutes are finalised’ to cover the increased use of
technology and virtual meetings.
4.0 11 12.1- Added- Hearings can also be held virtually, and | SELT/JCC/Board | 22/07/2022
employees should be given the same option of of Directors
‘private time’ with their representative. This could be
in the form of a separate meeting link or by phone’
to cover the increased use of technology and virtual
meetings.
4.0 11 13.1- Removal of the word misconduct as appendix 2 | SELT/JCC/Board | 22/07/2022
only states gross misconduct cases of Directors
4.0 11 12.1- Changed to ‘Where allegation/s of gross SELT/ICC/Board | 22/07/2022
misconduct have been proven the employer could of Directors
treat this as a fundamental breach of the implied
duty of mutual trust and confidence, such that this
will warrant bringing the contract to an end without
meeting any minimum statutory or contractual
notice requirements (summary dismissal).’
4.0 12 13.2.2- Replacement of sanction table with a detailed | SELT/JCC/Board | 22/07/20221
version to ensure consistency with all cases. This of Directors
provides the Chair of the Panel with clearer direction
of when a sanction should be used.
4.0 14 14.2 Grammar correction SELT/ICC/Board | 22/07/2022

of Directors
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Version Page Details of Change Agreed By Date
Number

4.0 14 14.3- Change to- ‘appeals to be addressed to the HR | SELT/JCC/Board | 22/07/2022
department’. of Directors

4.0 19 Appendix 1 3.2- Clearer instructions on panel SELT/JCC/Board | 22/07/2022
formation and addition of cases involving Senior of Directors
employees

4.0 22 Appendix 2- To avoid confusion, the list has been SELT/ICC/Board | 22/07/2022
changed to gross misconduct acts only. Anything less | of Directors
than these will be treated as misconduct.

4.0 25 Appendix 4- Flow charts updated in terms of format, | SELT/JCC/Board | 22/07/2022
but no change in content. of Directors

4.0 26 Appendix 5 - New flow chart ‘Disciplinary Procedure | SELT/JCC/Board | 22/07/2022
Process’ of Directors

4.0 27 Appendix 6- Addition of new Professional SELT/JCC/Board | 22/07/2022
Conversation Record template. of Directors

5.0 All Terminology Changes Throughout Document SELT/JCC 11/11/2024
ESM to SIO (School Improvement Officer)
School Management Team to School Leadership
Team
LGB (Local Governing Board)- to LCB (Local CAST
Board)
HR Advisor to a member of the HR central team
Central Services changed to Central Team
Gender neutral language has replaced he/she etc

5.0 5 2.4- New point added- “Please note: Disciplinary SELT/ICC 11/11/2024
actions that relate to allegations of abuse about a
staff member will also be managed in line with the
Trust’s Allegations Against Staff and Low Level
Concerns Policy”.

5.0 7 8.6- New point added- “In all cases, a risk assessment | SELT/JCC 11/11/2024
must be completed when considering suspension,
see appendix 7.
[ Suspension Risk Assessment vi.docx

5.0 7 Changed from this: Where suspension occurs, this SELT/JCC 11/11/2024

should be confirmed in writing giving broad details of



https://docs.google.com/document/d/1H7FYlZ20dS1wsos4xKYisTwaRfmWtOoN/edit?usp=sharing&ouid=108259648805285629650&rtpof=true&sd=true
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Details of Change

Agreed By

Date

the allegation and must be approved by the CEO or
designated deputy. In all cases the Director of
Education.Chair of Governors (in relation to schools
based employees), and the school’s HR Adviser must
be informed.

To this: Where suspension occurs, this should be
confirmed in writing giving broad details of the
allegation and must be approved by the CEO or
designated deputy. In all cases the Director of
Education, and the School Improvement Officer for
the School must be informed. The Local CAST Board
for the School can be informed where appropriate.

5.0

8.9- Added Point- “At the point of suspension, access
rights to work email accounts, IT systems and
software will be temporarily removed. If the
employee requires access to any of these systems
whilst suspended, they should contact their named
contact (found in the suspension letter) to discuss
this”.

SELT/ICC

11/11/2024

5.0

8.10- New point added- “For suspended employees
who are also parents, the Trust will communicate any
specific arrangements which will be permitted during
the period of suspension”.

SELT/JCC

11/11/2024

5.0

8.11- This text is removed “A suspended employee
will be allocated a point of contact who will be
responsible for providing updates on the issue,
keeping the employee informed of day to day
employment matters and liaising on any necessary
arrangements during the period of suspension”.

Replaced with “Line Managers will be responsible for
contacting the suspended employee to provide any
updates on day to day employment matters. In
agreement with the suspended employee they will
be allocated a separate wellbeing/pastoral support
who will be responsible for liaising with the
employee from a welfare perspective. An agreement
will be made with the suspended employee on the
method and frequency of communication”.

SELT/JCC

11/11/2024
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Version Page Details of Change Agreed By Date
Number
5.0 8 8.12- The Trust HR team has been added as a point of | SELT/JCC 11/11/2024
contact.
5.0 8 8.14- New point added- “The length of suspension SELT/ICC 11/11/2024

may be impacted by investigations being conducted
by external agencies e.g. the police”.

5.0 9 9.2.2- New point added- “The Trust will consider SELT/ICC 11/11/2024
external consult support to undertake an
investigation if the allegations are against a senior
employee or the case is particularly complex and
would benefit from having an independent
investigating officer”’.

5.0 9 9.3.2- ‘prima-facie’ has been replaced with ‘face SELT/ICC 11/11/2024
value’
5.0 9 9.3.5- New point added- “It is the employee’s SELT/ICC 11/11/2024

responsibility to ensure the investigating officer is
provided with all the facts which the employee
would use as mitigation during the course of the
investigation”.

5.0 10 9.4.2- New line added to the end of this point- “This | SELT/JCC 11/11/2024
timeline may need to be extended when the Trust
appoints an external investigating officer, but in all
cases the investigation will be completed as
reasonably practicable”.

5.0 10 9.5.1- External consultancy has been added as an SELT/JCC 11/11/2024
option for conducting an investigation.

5.0 11 11.3- This wording “For all meetings a note taker will | SELT/JCC 11/11/2024
attend. In cases of gross misconduct, the Clerk to the
Governors may attend. It is their role to minute the
significant points of the hearing and the decision of
the panel but not to produce a verbatim record” has
been replaced with “For all in-person meetings a
note taker will attend. It is their role to minute the
significant points of the hearing and the decision of
the panel but not to produce a verbatim record”.

5.0 12 12.1- The following wording has been removed SELT/ICC 11/11/2024
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“Hearings can also be held virtually and employees
should be given the same option of ‘private time’
with their representative. This could be in the form
of a separate meeting link or by phone”.

5.0

12

12.2- The following wording has been added “Due to
the large geographical area of the Trust virtual
hearings are preferable as this supports Hearings
being held within the policy timescales and ACAS’s
guidance in relation to ensuring hearings are
conducted without delay. Employees should be
given the same option of ‘private time’ with their
representative during virtual hearings This could be
in the form of a separate meeting link or by phone.
The Trust will support employees with having access
to IT equipment and where necessary a confidential
meeting space”’.

SELT/JCC

11/11/2024

5.0

14

14.3- Removal of the post only option. Now includes
the option to send via email.

SELT/ICC

11/11/2024

5.0

21

Appendix 1- 3.3 added- “Due to the large
geographical area of the Trust virtual hearings are
preferable as this supports Hearings being held
within the policy timescales and ACAS’s guidance in
relation to ensuring hearings are conducted without
delay. Employees should be given the same option
of ‘private time’ with their representative during
virtual hearings This could be in the form of a
separate meeting link or by phone. The Trust will
support employees with having access to IT
equipment and where necessary a confidential
meeting space”.

SELT/JCC

11/11/2024

5.0

27

Appendix 7- New Suspension Risk Assessment

SELT/JCC

11/11/2024

5.0

31

Appendix 8- New Suspension Return to Work
Guidance and Form

SELT/JCC

11/11/2024
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1. Vision and Values

1.1.

1.2.

1.3.

2.1.

2.2,

2.3.

Plymouth CAST is a multi-academy trust of Catholic schools which is part of the
mission of the Catholic Church dedicated to human flourishing and the building of a
kingdom of peace, truth and justice. The Trust is to be conducted in all aspects in
accordance with canon law and the teachings of the Roman Catholic Church and at
all times to serve as a witness to the Catholic faith in Our Lord Jesus Christ.

Our vision and values are derived from our identity as a Catholic Trust. Central to our
vision is the dignity of the human person, especially the most vulnerable. Our
academies are dedicated to providing an education and formation where all our
pupils and young people flourish in a safe, nurturing, enriching environment. All
governors in our academies are expected to be familiar with the vision, mission,
values and principles of the Trust and not in any way to undermine them. They
should support and promote the vision and conduct themselves at all times in school
and on school business according to the vision and principles of the Trust

Plymouth CAST expects all its employees to recognise their obligations to each
school within the Multi-Academy Trust, the public, pupils and other employees and
to provide consistently high standards of education and performance at all times and
in accordance with Plymouth CAST’s vision, mission and principles.

Purpose

The purpose of a formal procedure is to ensure that when disciplinary action needs
to be taken

it is both fair and reasonable and
it is applied equitably and consistently in every case.

The aim is to resolve matters quickly when standards of conduct cause concerns
which cannot be resolved by advice and encouragement, training or increased
support. Plymouth CAST is committed to the avoidance of formal disciplinary
procedures wherever possible by resolving problems as soon as they arise.

Schedule 14 of the Education Act 1996 requires that Governing Bodies establish
disciplinary rules and procedures. In the case of an Academy this is the Board of
Directors/Trustees. These procedures must reflect any legal provisions relating
particularly to dismissal, the ACAS Code of Practice and Agreement and the basic
requirements of natural justice.

Natural justice requires that:

(a)

(b)

When disciplinary procedures are put in motion the employee should know the
reason for them;

The employee should be given an opportunity to offer an explanation and to put
his/her version and his/her facts forward before any decision is made;



(c)

2.4.

Scope

3.1.
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A disciplinary hearing should be fair and conducted free of bias.

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

This policy applies to all Plymouth CAST employees

Equal Opportunities

4.1.

The disciplinary procedure must always be applied fairly and in accordance with
employment law and Plymouth CAST Equal Opportunities Policy.

Responsibilities

5.1.

5.2

5.3.

5.4.

5.5.

The day-to-day operation of each Plymouth CAST school is the responsibility of the
Headteacher/Executive Headteacher, with support and challenge being provided by
the School Improvement Officer and this is discharged through each school’s Senior
Leadership Team. It is important that pupils, staff, parents and local stakeholders
recognise and support this. However, ultimate accountability for Plymouth CAST as a
whole Multi-Academy Trust rests with the Plymouth CAST Board. Therefore any
decisions that have an impact on resources, such as staffing, structures, or
compliance must be referred to the Plymouth CAST Board if they exceed delegated
authority. This is essential to ensure that the legal obligations of Plymouth CAST are
met and that the Trust maintains robust systems and processes that deliver effective
governance.

It is the School Improvement Officer's responsibility to work closely with the
Headteacher and management team to ensure everyone concerned has a full and
accurate picture of each school’s strengths and any areas for improvement. SIOs will
work with schools to identify strategies for improvement, with support, where
appropriate, from within the Plymouth CAST network.

It is the role of Plymouth CAST HR (and where appropriate, the school Business
Manager) to provide clear HR policies, procedures and guidance, to support schools
in the delivery of consistent and high standards of performance within a dignified
working environment, in which all employees can take pride and enjoyment in their
work.

Appendix 1 provides examples of Delegated Responsibilities and Panel Formations.

Management and employee representatives who may be involved in disciplinary
matters should be trained and competent for the task. They should be familiar with

10



6.

7.

5.6.

5.7.

Timing

6.1.

6.2.

6.3.
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the provisions of the Disciplinary Policy, and know how to conduct or represent at
disciplinary hearings.

SI0s and HR should be informed about matters which might lead to a formal
procedure. For any panel hearing the school must ensure a member of the Central
HR team is aware of the process and in attendance, or have delegated attendance to
a suitably qualified staff member.

At any stage in this procedure, an employee has the right to request representation
from their trade union or a work colleague in any discussions or meetings relating to
a disciplinary matter. Employees are encouraged to contact their trade union
representative at the earliest opportunity for guidance. Where an employee wishes
to have representation, the employee should let the Chair of the disciplinary panel
know as soon as possible. Every effort should be made to accommodate the
employee’s companion, including the rescheduling of a disciplinary hearing if the
original date is not suitable.

To ensure that disciplinary matters are dealt with effectively this procedure specifies
the timescales that should normally apply. However, in exceptional circumstances
and where there is a valid reason to do so, timescales can be varied by mutual
agreement. It is management’s responsibility to ensure that the timescale for each
stage of the procedure is agreed before commencement. For school based staff and
those working term-time, school closure periods do not necessarily need to halt the
procedure and it may be advisable to continue where this is clearly having a negative
impact on the employee’s wellbeing. However, for the procedure to continue during
periods of school closure, all parties need to be in mutual agreement and employees
must not be pressured into proceeding. Employees must be paid at their
appropriate rate of pay when attending meetings outside of their contracted hours.
Employees are encouraged to take advice from their trade union representative in
such circumstances.

Every effort should be made by employees to attend meetings that constitute part of
this procedure. When there are valid reasons to reschedule meetings then these
should be rearranged without undue delay.

Employees are encouraged to consult with their trade union/professional association
early where they may be subject to disciplinary proceedings.

Informal Action

7.1.

Many potential disciplinary issues can be resolved informally. A quiet word is often
all that is required to improve an employee’s conduct or a professional conversation
which is recorded.

11



7.2.

7.3.

7.4.
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Such informal action should not be considered to form part of the formal disciplinary
procedure and should not be referred to in any future disciplinary proceedings if the
agreed improvement has been achieved.

All professional conversations should be recorded on the record in appendix 6 and
stored securely within the employees personnel file for 12 months.

Care is required to ensure that any informal action does not turn into formal
disciplinary action. If, during the discussion, it becomes obvious that the matter may
be more serious, the meeting should be adjourned. The employee should be told
that the matter may be continued under the formal disciplinary procedure. If in
doubt, a Trust HR representative must be consulted prior to taking any action.

Suspension

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

8.7.

Plymouth CAST will fulfil its professional and ethical obligations in all matters
concerning allegations of misconduct.

The decision to suspend an employee must not be taken lightly and will only be
taken where, after full consideration of the necessity for it pending a full
investigation of the conduct in question.

The following are instances where suspension may be justified:
¢ To prevent the repetition of the conduct complained of;
¢ To prevent interference with evidence;
¢ To protect persons (including children) at risk from such conduct; or
¢ To protect the business reputation of the school or Plymouth CAST.

Advice must be sought from Plymouth CAST HR before taking any action to suspend
an employee.

Alternatives to suspension will be considered taking full account of the
circumstances as understood at the time. Wherever possible, consideration should
be given to temporary redeployment as an alternative to suspension. The benefits
of temporary redeployment are that it keeps the employee actively engaged in work
during a period of uncertainty. Alternative arrangements for school based
employees may include working at Plymouth CAST’s central offices where this is
deemed practicable.

In all cases, a risk assessment must be completed when considering suspension, see
appendix 7. [ Suspension Risk Assessment v1.docx

Where suspension occurs, this should be confirmed in writing giving broad details of
the allegation and must be approved by the CEO or designated deputy. In all cases
the Director of Education and the School Improvement Officer for the School must

12
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8.11.
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8.14.

8.15.
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be informed. The Local CAST Board for the School can be informed where
appropriate.

A suspended employee must not enter any Plymouth CAST building or contact any
school or central support based employee without the express permission of their
allocated point of contact. Nor must a suspended employee contact pupils or their
parents or anyone else with whom they would come into contact during the course
of their duties to discuss their case in order to prevent a fair investigation. Failure to
observe this requirement may render them liable to disciplinary action.

At the point of suspension, access rights to work email accounts, IT systems and
software will be temporarily removed. If the employee requires access to any of
these systems whilst suspended, they should contact their named contact (found in
the suspension letter) to discuss this.

For suspended employees who are also parents, the Trust will communicate any
specific arrangements which will be permitted during the period of suspension.

Line Managers will be responsible for contacting the suspended employee to
provide any updates on day to day employment matters. In agreement with the
suspended employee they will be allocated a separate wellbeing/pastoral support
who will be responsible for liaising with the employee from a welfare perspective. An
agreement will be made with the suspended employee on the method and
frequency of communication.

Where an employee is suspended and needs to contact witnesses to provide
evidence at a hearing, then this may be arranged through their allocated point of
contact or the Trust HR Team. Consideration will need to be given to the employee’s
union representative being given access to witnesses and they should make that
request in writing to the employee via the school.

Suspension will always be on full pay and the period of suspension should be as brief
as possible and kept under regular review.

The length of suspension may be impacted by investigations being conducted by
external agencies e.g. the police.

A proactive review of any suspension will take place with the employee and case
management records will be kept. When a suspension is lifted, return to work
arrangements will be agreed with the employee. The return to work form in
appendix 8 should be used to record this meeting.

Disciplinary Investigations

9.1.

9.2.

See Appendix 1 for Responsibilities and Panel Formation

The Investigating Officer

9.2.1.  An Investigating Officer, of sufficient seniority and who is trained and

competent to undertake the role must be appointed (see Appendix 4 for

13



9.3.

9.4.

9.2.2.

9.2.3.
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flow chart of the disciplinary procedure process). If this is impractical or
inappropriate, another Investigating Officer of equal or more senior status
should be chosen either from another school or the Plymouth CAST central
team.

The Trust will consider external consult support to undertake an
investigation if the allegations are against a senior employee or the case is
particularly complex and would benefit from having an independent
investigating officer.

The case must be thoroughly investigated, clearly written and supported by
evidence. Where there is a need, timescales can be changed with the
mutual agreement of both parties.

The Investigation

9.3.1.

9.3.2.

9.3.3.

9.3.4.

9.3.5.

In certain cases it will be necessary to gather information regarding
complaints, incidents and allegations before the start of a disciplinary
investigation.

This type of information gathering is only appropriate for face value serious
allegations which are particularly sensitive or complex to determine
whether:

e There is any substance to the complaint and a full disciplinary
investigation is appropriate

e The allegations warrant suspension of the employee

This is not a formal stage of the procedure and would not be considered
within the stipulated timescales of the procedure, but must be carried out as
speedily as possible.

Any information uncovered at this stage would be provided to the
Investigating Officer as appropriate.

It is the employee’s responsibility to ensure the investigating officer is
provided with all the facts which the employee would use as mitigation
during the course of the investigation.

Timescales for Investigations

9.4.1.

9.4.2.

All allegations and complaints against employees must be investigated
without delay (particularly in cases of potential gross misconduct). The
Investigating Officer should be given reasonable time off from normal duties
to complete the investigation promptly.

As a guide, from the time the Investigating Officer begins their investigation,
the investigation report should be completed within fifteen working days for
allegations of misconduct and other cases where the fact finding is relatively
straightforward. For allegations of gross misconduct and more complex

14



9.5.
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cases, the investigation should take no longer than twenty working days
(unless agreed by mutual consent). In very complex cases or exceptional
circumstances, a reasonable timescale will be agreed with the employee and
their trade union representative in consultation with the Trust’s HR team..

9.4.3. In all cases, these should be viewed as maximum periods and investigations
should be completed as soon as is reasonably practicable. In exceptional
circumstances e.g. very complex cases or where the Investigating Officer or
an important witness falls sick, the person responsible for initiating the
investigation can agree to extend the investigation following consultation
with the employee. However, a reasonable date for completion should be
set.

9.4.4. On completing the investigation and investigation report, the Investigating
Officer will recommend whether a formal disciplinary hearing is necessary
and, if so, on what basis.

Allegations against the Head teacher

9.5.1. Where allegations of misconduct involve the Head teacher, the Director of
Education, in consultation with the school’s School Improvement Officer, will
be responsible for initiating any action that may be taken. In such cases a
decision may be taken to appoint another independent person from the
Plymouth CAST network or external consultancy.

9.5.2.  The power to suspend the Head teacher will normally rest with the Chief
Executive Officer of the Trust who must consult with the Trust HR team
before taking any action. Any investigation of a Head teacher will be carried
out by a suitably senior representative nominated by the Director of
Education.

10. Disciplinary Hearings

10.1.

10.2.

Where the investigation recommends that there are reasonable grounds to suggest
misconduct or gross misconduct, a disciplinary hearing should be arranged as soon
as possible but within four working weeks of completion of the investigation.
Reasons for any delay in convening a hearing must be communicated by the Chair of
the disciplinary panel, or another appointed person, to all interested parties.

The Investigating Officer’s report and all relevant documentation, including witness
statements, should be sent to the employee and their representative with a letter
specifying the date, time and place for the hearing giving no less than five working
days’ notice, unless changed by mutual agreement. Notice periods cover working
days either side of holidays. The letter must contain sufficient information on the
alleged misconduct and its possible consequences. The letter should inform the
employee of their right to be accompanied by a trade union representative or work
colleague. However, if the allegation is such that, if substantiated, the individual
could be prevented from continuing in their career they can have legal

15
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representation. If an employee’s companion cannot attend on a proposed date, the
employee can suggest another date so long as it is reasonable.

Working days refers to actual school days for term-time only staff. For teachers,
working days refer to the 195 days on which a teacher must be available for work. In
the case of part-time teachers, this would refer to days they are contracted to teach.
Reference should be made to Section 6.1 Timing where all parties have to mutually
agree to continue with the procedure during periods of school closure.

11. Composition of the Panel

11.1.

11.2.

11.3.

11.4.

11.5.

11.6.

A disciplinary panel will be appointed to hear allegations of misconduct or gross
misconduct.

The panel will be formed of 3 members who have had no previous involvement in
the matter. The panel will appoint one of their number as Chair to lead the
disciplinary hearing. Appendix 1, 3.2 gives examples of the composition of a panel.

For all in-person meetings a note taker will attend. It is their role to minute the
significant points of the hearing and the decision of the panel but not to produce a
verbatim record.

Neither an employee nor their representative should audio or video record the
meeting without consent, as this suggests an explicit lack of trust in Plymouth CAST’s
procedure or the managers who are conducting it. If the employee has misgivings
about either the procedure or the managers leading it, they should raise their
concerns with the Head teacher, or Plymouth CAST CEO so the concerns raised can
be resolved.

Where hearings are conducted virtually, all parties will have the opportunity to
provide consent to the recording of the session for note taking purposes. All
recordings will be stored securely and confidentially disposed of once the minutes
are finalised.

Plymouth CAST provides professional support and advice on the effective
implementation of any procedure through HR who should be informed of all cases
requiring a formal procedure. An HR representative or other suitably qualified staff
member, will be in attendance for all panel hearings.

12. Conducting the Hearing

12.1.

Venues for hearings must be fit for purpose. Consideration should be given to a
neutral venue outside the school community and suitable refreshment and toilet
facilities must be available. Separate, private rooms should be available for the
employee and their representative, the Investigating Officer, witnesses and the
panel. Witnesses should be accommodated in such a way as to ensure that there is
no opportunity for them to discuss the case with each other and to prevent a
witness, who has given evidence, from coming into contact with witnesses who have
yet to give their evidence. .

16



12.2,

12.3.

12.4.

12.5.

12.6.
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Due to the large geographical area of the Trust virtual hearings are preferable as this
supports Hearings being held within the policy timescales and ACAS’s guidance in
relation to ensuring hearings are conducted without delay. Employees should be
given the same option of ‘private time’ with their representative during virtual
hearings This could be in the form of a separate meeting link or by phone. The Trust
will support employees with having access to IT equipment and where necessary a
confidential meeting space.

12.2.1. If employees are unable to attend a virtual hearing without good reason, the

Chair may consider holding the Hearing in their absence.

12.2.2. In cases of potential gross misconduct and/or where there is the potential

for the employee to be dismissed, the employee will be provided with the
opportunity for an in-person hearing in the first instance. The in-person
hearing will be conducted at the Plymouth CAST Head Office. Employee’s
may be able to reclaim travel expenses in line with the Plymouth CAST Staff
Expense Policy, if they have had to travel further than their normal commute
to work.

Section 17 must be referred to where a pupil is to be interviewed as witness.

At the hearing, all parties present will be given an opportunity to ask questions or
challenge the reports/evidence submitted by all witnesses (see Appendix 4 for the
Disciplinary Hearing Structure).

Having considered the matter and ensured that the decision reached is a reasonable
response to the circumstances, the Chair of the disciplinary panel will announce the
decision to the employee and their representative. Where the panel needs further
time to consider the outcome, they can adjourn the decision but must notify the
employee verbally within two working days.

The decision must be confirmed in writing within five working days. The letter must
also confirm the individual's right of appeal and of the right to be represented by a

trade union representative or work colleague at any appeal hearing. The letter must
state the name of an appropriate person to whom the appeal should be addressed.

13. Disciplinary Sanctions

13.1.

13.2.

The following formal stages of disciplinary action can be taken for breaches of
conduct (see Appendix 2 which gives examples of gross misconduct, the list is not
exhaustive).

Warnings are progressive except for:

13.2.1. Cases of gross misconduct (which if substantiated through the disciplinary

procedure) may result in summary dismissal with no entitlement to statutory
notice. The panel may decide that whilst the allegations are proven as gross
misconduct, mitigation justifies a lesser sanction short of dismissal. In such
circumstances, the panel Chair must seek guidance from HR before the panel
findings are delivered. Where allegation/s of gross misconduct have been
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proven the employer could treat this as a fundamental breach of the implied
duty of mutual trust and confidence, such that this will warrant bringing the
contract to an end without meeting any minimum statutory or contractual

notice requirements (summary dismissal).

substantiated regardless of prior formal warnings.

Disciplinary Authority to | Duration of
Action Issue Warning
on
Personal
File
Verbal Warning | In the case of a minor infringement, a verbal warning can be Chair of 6 months
issued. The warning will set out the nature of the | Disciplinary
infringement and the improvement in behaviour required. A Panel
copy of the verbal warning will be kept of the employee’s
personnel file.
Written warning | This may be issued if the first offence is serious enough to Chair of 12 months
warrant formal action and will set out the nature of the | Disciplinary
misconduct and the improvement in behaviour required. A Panel
copy of the written warning will be kept of the employee’s
personnel file.
The written warning will clearly state the performance
problem, where improvements are required and the level of
continued professional support, advice and guidance to be
provided.
Depending upon the severity of the situation, this stage may
be omitted in cases of misconduct and it may be justifiable
to move directly to a final written warning.
Final written Where there is a failure to improve or change in behaviour Chair of 12 months
warning and previous live warnings have not resulted in sufficient | Disciplinary
improvement, the employee may be issued with a final Panel

written warning. In circumstances where an offence is
sufficiently serious to warrant a written warning, but not
serious enough to justify dismissal, a final written warning
may be issued. A copy of the written warning will be kept of
the employee’s personnel file.

The final written warning will clearly state the performance
problem, where improvements are required and the level of
continued professional support, advice and guidance to be
provided.
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Dismissal with If the employee’s conduct or performance still fails to Chair of N/A
notice improve following previous warnings, an employee may be | Disciplinary
dismissed with notice. Panel
The employee should be provided with written details of the
reasons for dismissal, the date on which employment will
terminate, the appropriate period of notice and their right of
appeal.
An employee should not be dismissed for a first breach of
discipline, except in cases of gross misconduct.
Summary In very serious cases, where an employee is found guilty of Chair of N/A
Dismissal gross misconduct, the employee may be dismissed without | Disciplinary
notice. In this circumstance, termination of the contract is Panel
immediate.

13.3. Where there is an active warning on an employee’s record and they are involved in
further substantiated misconduct (resulting in a formal hearing and a further
disciplinary sanction) the duration of the new warning may supersede that of the
original warning at the discretion of the Chair of the disciplinary panel.

13.4. An employee who is alleged to have committed a further act of misconduct after a
final written warning or an act of gross misconduct must be made aware of the
potential consequences of any disciplinary action where after a disciplinary hearing
the allegations are found to be substantiated (i.e. if the allegations are very serious,
that dismissal could be an outcome).

13.5.  The warning will, in most cases, be considered spent and disregarded for disciplinary

purposes upon its expiry, subject to the employee's satisfactory conduct and
performance, and except in cases relating to the safety and welfare of children or
young people.

14. Appeals Procedure

14.1.

14.2.

14.3.

Employees have the right of appeal against all formal disciplinary action, on the basis
of matters outlined in 14.6. In submitting an appeal, employees are asking the
appeal panel to consider the fairness and reasonableness of any disciplinary
measures taken.

The appeals panel cannot impose a higher sanction than that issued at the
disciplinary hearing.

Appeals must be registered in writing to the Plymouth CAST HR department, within
ten working days of the receipt of the letter (which can be sent by post or email to
personnel@plymouthcast.org.uk) Appeals received after this period will not
normally be heard unless granted because of extenuating circumstances.
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14.4.  Appeals against decisions made by the disciplinary panel must be considered by an
appeals panel, who have had no prior involvement in the case. Where the case
involves the Head teacher, a School Improvement Officer (SIO) or a member of the
CAST Senior Executive Leadership Team will normally chair the appeal panel.
However, consideration will be given to appointing a member(s) from Plymouth
CAST’s Board of Directors — see Appendix 1: - 3 panel formation.

14.5. Employees must present any new evidence, which was unavailable at the time of
submission of the appeal documentation, at least five working days prior to the
appeal hearing.

14.6.  Appeals against disciplinary action will be considered by the panel in relation to one
or more of the following grounds:

14.6.1. The PROCEDURE, — the grounds of appeal should detail how procedural
irregularities prejudiced the disciplinary decision.

14.6.2. The FACTS, — the grounds of appeal should detail how the facts do not
support the decision or were misinterpreted or disregarded. They should
also detail any new evidence to be considered.

14.6.3. The DECISION, — the grounds of the appeal should state how the act(s) of
misconduct did not justify the level of disciplinary action taken or the act
was one of misconduct rather than gross misconduct.

14.7.  Appeal hearings will be convened as soon as is reasonably practicable and the
employee will be given five working days’ notice, unless changed by mutual
agreement, of the time and place of the appeal hearing with the right to be
accompanied by a trade union representative or work colleague.

14.8. The appeal will concentrate on the area(s) of dispute only and will not be a rerun of
the disciplinary hearing. Accordingly, it is important that the employee is explicit
about the grounds for appeal and must provide clear and specific reasons in writing.

14.9. In reaching their decision, it is open to the appeals panel to decide: -

e To adjourn, pending reconsideration by the first disciplinary panel where a
significant amount of fresh evidence is brought;

e To uphold the appeal;
o To determine that some other lesser penalty should apply;
e To reject the appeal.

To find that there is no case to answer

14.10. The result of the appeal and the reasons for the decision will be conveyed to the
employee immediately after the hearing and will be confirmed in writing to the
employee and his/her representative within 5 working days by the Chair of the
appeal panel.
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15. Reporting Obligations

15.1.

15.2.

15.3.

The HR department can provide further advice to the following guidance on
reporting obligations.

Professional Bodies

15.2.1.

15.2.2.

15.2.3.

Where there are cases which could potentially call into question an
employee’s professional registration, managers should ensure that they
follow the appropriate procedure for reporting concerns to the relevant
Registered Body. This will ensure that the body can investigate the
individual’s ability to carry out their professional duties or take other
appropriate action. Further information on making a referral can generally
be found on the professional body’s website.

Cases of unacceptable professional conduct by a teacher should be reported
to the Teaching Regulation Agency or successor body. ‘Unacceptable
professional conduct’ is defined as ‘conduct which falls short of the standard
expected of a registered teacher...and is behaviour which involves a breach
of the standards of propriety expected of the profession.

Appendix 3 contains an extract from the gov.uk document ‘Teachers
Misconduct: The Prohibition of Teachers Advice’ which gives examples of
when a teacher’s behaviour will be considered to be incompatible with being
a teacher.

Disclosure and Barring Service (DBS) (Previously the ISA)

15.3.1.

15.3.2.

15.3.3.

The primary role of the Disclosure and Barring Service (DBS) is to help
employers make safer recruitment decisions and prevent unsuitable people
from working with vulnerable groups, including children.

The Safeguarding Vulnerable Groups Act (SVGA) 2006 places a duty on
employers of people working with children or vulnerable adults to make a
referral to the DBS where an employer has dismissed or removed a person
from working with children or vulnerable adults (or would or may have if the
person had not left or resigned etc.) because the person has:

® been cautioned or convicted for a relevant offence; or

e engaged in relevant conduct in relation to children and/or vulnerable
adults, i.e. an action or inaction (neglect) that has harmed a child or
vulnerable adult or put them at risk of harm; or

e satisfied the Harm Test in relation to children and/or vulnerable
adults i.e. there has been no relevant conduct (i.e. no action or
inaction) but a risk of harm to a child or vulnerable adult still exists.

The referral will enable the DBS to consider whether or not the individual
should be barred from working with children and/or vulnerable adults and
should be made as soon as possible after an employee has been dismissed
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or removed from working with children or vulnerable adults (or would have
been if they had not resigned).

16. Child Protection

16.1.

16.2.

16.3.

If allegations are made against staff which involve child protection issues, the Child
Protection Procedure must be followed irrespective of how the allegation arises.
Employees may be suspended on full pay pending the outcome of the Child
Protection procedure. If the relevant child protection agencies decide not to pursue
action against the employee, the matter will be referred back to the school for
consideration under the appropriate procedure.

If the Child Protection Procedure is involved, other disciplinary procedures will begin
only if and when the matter has been referred back to the school. The fact that
external agencies have not taken action should not be taken as an indication of the
employee’s innocence or guilt.

Pupils as Witnesses

16.3.1.

16.3.2.

16.3.3.

16.3.4.

16.3.5.

16.3.6.

If it is necessary to interview pupils formally, their parents/guardians must
be advised and consent must be obtained.

A parent/guardian may accompany a child during the interview but may not
contribute to the interview.

The employee’s representative will have the opportunity to be present at an
interview with a pupil to avoid the necessity of interviewing the pupil more
than once, as long as this is not prejudicial to the disclosures likely to be
made by the pupil. If it is thought the presence of another adult may be
intimidatory, the employee’s representative will be provided with a tape and
a transcript of the interview.

Wherever possible, a factual record of the discussion will be agreed to avoid
the child being called as a witness at any subsequent disciplinary hearing.

Witnesses must be told the following:
o Nature and purpose of the investigation;

e That a factual statement will be taken and may be used at any
subsequent disciplinary hearing;

e That the witness may be called to give evidence at any subsequent
disciplinary hearing;

That the employee accused of the allegation/incident, may be given a copy
of the statement at some point in the future and will be present at any
hearing.
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Employee Representation

17.1.

Where allegations are made against an employee, they should be informed of their
rights to be represented at all meetings and related hearings by a recognised trade
union representative or work colleague.

Record keeping

18.1.

18.2.

18.3.

18.4.

18.5.

Full notes must be kept of the proceedings given that there may be a need to
produce the documentation used in arriving at the decision, both at any subsequent
internal appeal and in the event of a claim to an Employment Tribunal.

A written record must be made of all interviews and meetings held during the
application of this policy. Those involved in each meeting will be provided with a
copy of any records made.

The Chair of the panel will ensure there is a full and comprehensive file of the
procedure which should include all statements, records and evidence. At the end of
the procedure the file should be passed to the Head teacher / school Business
Manager who should ensure that it is stored confidentially (files for Head teachers
and central support staff files must be returned to HR for filing).

All records will be kept confidentially and retained in accordance with the General
Data Protection Regulation (2018).

Employees may also wish to keep records of events to support their case.

Special Situations

19.1.

19.2.

Grievances raised during the course of the disciplinary procedure

19.1.1. Sometimes an employee may raise a grievance during the course of a

disciplinary case. Where this happens and depending on the circumstances,
it may be appropriate to suspend the disciplinary procedure for a short
period until the grievance procedure has been exhausted. The employee,
will however, have to raise the grievance in accordance with Plymouth
CAST'’s Grievance Policy.

19.1.2. Depending on the nature of the grievance, the school may need to consider

bringing in another manager to continue to hear the disciplinary case.

Discipline of Union Representatives

19.2.1.  Anydisciplinary action being contemplated in respect of staff

representatives of recognised trade unions within this procedure should not
be instigated without notification in advance to the appropriate regional
union officer.
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Appendix 1. Responsibilities and Panel Formation

1. Responsibilities

1.1. It is the responsibility of the school’s management team and SIO to manage their school
within the framework of Plymouth CAST’s policies and procedures.

1.2. In schools the Head teacher, or most senior member of the school, has overall
responsibility for the management of employees in their school. They should ensure
that staff with line management responsibilities are equipped with the relevant
knowledge and training to manage staff effectively and appropriately.
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1.3. The CEO has overall responsibility for the management of Plymouth CAST’s central
support staff through the management structure in place.
2. Support
2.1. Plymouth CAST provides professional support and advice on the effective

implementation of any procedure through HR who should be informed of all cases
requiring a formal procedure. An HR Representative will be in attendance for all panel
hearings.

3. Panel Formation

3.1.

3.2.

3.3.

An appropriate panel will be formed for any formal hearing, at which the employee will
have the right to be accompanied by a trade union representative or work colleague.

The panel will consist of 3 panel members. One of the panel members will be appointed
as the Chair of the Panel, this individual must be an employee of the Trust. For cases
involving Senior Leaders of the Trust, the Chair of the Panel could be the Chair of the
Board of Directors. The panel could comprise of a combination of the following:

] School Senior Leaders (Headteacher, Deputy Headteacher, Key Stage leaders
etc). This can include Senior Leaders from other Plymouth CAST schools.

] A member of the Plymouth CAST central team
] A member of the Plymouth CAST HR team

] Member of a Local Governing Board (this can be from another Plymouth CAST
School).

n Member of the Board of Directors

At the discretion of the Trust Senior Leadership team there may be certain
circumstances where the Chair of the Panel will not be an employee of the Trust. This
will only be considered in such circumstances to prevent a conflict of interest and all
other internal options have been exhausted.

4. Consideration should also be given to appointing investigating officers and panel members
from across Plymouth CAST’s network.

Appendix 2 - Examples of Gross Misconduct

Gross misconduct comprises acts of such a serious and fundamental nature that they result in a
breach of an employee’s contractual terms and makes continuation of the working relationship
impossible. Such behaviour may justify dismissal without notice.

Where there is alleged gross misconduct it may be necessary to suspend the employee (on full pay)
pending investigation.

Examples of gross misconduct might include:
e Offences relating to Child Protection and the safeguarding of children.
e Misuse of official position for personal gain.
e Serious misuse of school/Trust property.
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Fraud, theft, unauthorised removal or possession of property belonging to the school, Trust
or others.

Acts of violence, including physical assault, threats or intimidating behaviour towards others.
Serious bullying or harassment.

Serious sexual misconduct (behaviour at or away from work that affects the employee’s
suitability for employment e.g. child protection issues).

Accessing and/or distributing offensive, obscene or unauthorised sexually explicit material in
the school environment using electronic or other means.

Deliberate accessing of pornographic or offensive material on the internet or social media
sites using Trust equipment.

Deliberate or malicious damage to school and/or Trust property.

Bringing the name of the school and/or Trust into disrepute.

Making statements that are damaging, slanderous or libellous to a pupil, employee, governor
or member of the school/Trust.

Serious insubordination.

Irresponsible or negligent behaviour likely to endanger the health and safety of others.
Serious negligence or incompetence that causes unacceptable loss, damage or injury.
Falsification of qualifications or information that is a statutory or essential requirement for
employment or which results in additional remuneration.

Dishonesty, including theft and deliberate falsification of records including travel, subsistence
and expense claims.

Acceptance of bribes or corrupt practices.

Being incapable of adequately performing work duties as a result of drunkenness or
unauthorised drug taking.

Carrying of or distribution of drugs, alcohol or other unauthorised or illegal substances
within a school/work environment.

Unauthorised disclosure of confidential records, including computer generated information
and files.

A criminal offence, alleged or otherwise, relevant to the employee’s suitability to remain in
employment or right to work in the UK.

Performing services (paid or voluntary) that conflict with the employee’s obligations to the
school.

The above list is neither exclusive nor exhaustive and therefore, does not preclude the possibility of
dismissal for other offences of similar gravity not specified. Notwithstanding the above reference to
summary dismissal in relation to gross misconduct, the Trust may arrive at a decision other than
summary dismissal having regard to all the circumstances.

Appendix 3: ‘Teachers Misconduct: The Prohibition of Teachers Advice’

Extract from The Teaching Regulation Agency or successor body.

It is likely that a teacher’s behaviour will be considered to be incompatible with being a teacher if
there is evidence of one or more of the factors below. This list is not exhaustive and the decision
would be made by a prohibition panel on a case by case basis, after seeking relevant advice from the
panel’s Legal Adviser:

serious departure from the personal and professional conduct elements of the Teachers’
Standards;
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misconduct seriously affecting the education and/or well-being of pupils, and particularly
where there is a continuing risk;

actions or behaviours that undermine fundamental British values of democracy, the rule of
law, individual liberty, and mutual respect and tolerance of those with different faiths and
beliefs; or that promote political or religious extremism. This would encompass deliberately
allowing the exposure of pupils to such actions or behaviours, including through contact with
any individual(s) who are widely known to express views that support such activity, for
example by inviting any such individuals to speak in schools;

abuse of position or trust (particularly involving vulnerable pupils) or violation of the rights of
pupils;

dishonesty especially where there have been serious consequences, and/or it has been
repeated and/or covered up;

sustained or serious bullying, or other deliberate behaviour that undermines pupils, the
profession, the school or colleagues;

possession of prohibited firearms, knives or other weapons;

sexual misconduct e.g. involving actions that were sexually motivated or of a sexual nature
and/or that use or exploit the trust, knowledge or influence derived from the individual’s
professional position;

any activity involving viewing, taking, making, possessing, distributing or publishing any
indecent photograph or image or pseudo photograph or image of a child, or permitting such
activity, including one off incidents;

the commission of a serious criminal offence, including those that resulted in a conviction or
caution, paying particular attention to offences that are ‘relevant matters’ for the purposes
of The Police Act 1997 and criminal record disclosures; 7

failure to refer to the police known female genital mutilation (FGM) cases involving girls
under 18 where the individual is aware, or should have been aware, of the statutory duty to
report such matters but deliberately chose not to do so.
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Appendix 4 - Disciplinary Hearing Structure

Chair will open the Hearing, make introductions and
ensure all procedural steps have been adhered to.

Chair will ask the Investigating Officer to present the
case to the panel.

The employee and/or their representative and panel
members may ask points of darification from the
Investigation Officer.

Employee and/or their Representative will present
their case.

Panel members may ask points of clarification from
the employee and/or their Representative.

Any witnesses to be invited to the Hearing will
present their statements.

The employee and/or their representative and panel
members may ask points of darification from the
Witness. Witness will then leave the Hearing.

Panel members can ask any further questions of the
Investigatory Officer or employee side

The Chair will ask the employee and/or their
Representative to make any conduding remarks.

Hearing will be adjourned for the panel to reacha
decision. The outcome will be confirmed verbally to
the employee.

The Chair of the panel will confirm the outcome in
writing, along with the reasons and right of Appeal
within 5 working days to the employee and their
Representative
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Appendix 5- Disciplinary Procedure Process

Liree manager to make preliminary
enquiries.

Refer to Allegations Against
Staff Policy. Is the issue a safeguarding/
Make contact with LADO for child protection matter?

advice on how to proceed.

Plymouth

CAST
=

Does the issue need to
managed formally?

Contact 510
followed by HR

If belng dealt with formally,
an investigating officer will

Does the issue need to
managed formally?

be appointed

The investigating officer will
aim to conclude the
investigation within 15 days.
Does the investigating officer

Complete risk assessment

form in Allegations against

Staff Policy and Allegations
form

Professional conversation to

be held with the individual if

required. This will be held on
file for 12 months

Disciplinary Hearlng
outcome

recommend a formal
disciplinary hearing?

Disciplinary hearing to be

scheduled

Final written
warning

Written
warning

Dismissal with Summary
notice Dismissal

Right of Appeal
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Appendix 6
Professional Conversation Record

A professional conversation notice can be issued under the informal section of the Plymouth CAST
Disciplinary Policy or as an outcome from a disciplinary investigation. The purpose is to make the
individual concerned aware of any work related conduct or behaviour that raises concerns and
needs improvement.

Employee Name: Employee Job Title:

Line Manager Name: Line Manager Job Title:

Date of Professional Conversation Meeting :

Reason/s for Professional Conversation:

Expectations going forward and any specific actions that need to be taken:

Details of any on-going support and/or development agreed:

Employee Comments:

Employee Signature: Date:

Line Manager Signature: Date
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Suspension should only be considered when it is anticipated that an individual remaining in
work may cause a risk to our organisation, those using its services, members of staff or the
investigation. Temporary redeployment to an alternative role, restrictions on practice or
increased supervision should be considered and, if appropriate, put in place for the duration

of the investigation as an alternative.

This risk assessment tool is to be used prior to any decision being taken about whether to

suspend/redeploy or amend the duties of an employee.

Employee Name

School/Department

Employee Job Role

Employee Start Date

Line Manager Name

Details of Issue/Incident

Are the police investigating the incident/issue?

Yes O

No O

Not Known O

If yes, do the police have an objection to the
employee continuing to work during the
investigation?

Yes O

No O

Not Known O

How long has it been since the incident/issue?

Evidence considered prior to risk assessment

Decision on whether to undertake a
precautionary suspension from duty. This decision
must be made with the agreement of the Director
of Education and Trust HR Manager.

Suspend O

Do not suspend O
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Decision on whether to undertake a precautionary suspension from duty. This decision must be made
with the agreement of the Director of Education and Trust HR Manager.

Police involvement does not make it mandatory to suspend a member of staff; this decision should be
taken on a case-by-case basis having undertaken a risk assessment.

The Trust should be as inventive as possible to avoid suspension. Based on assessment of risk, the
following alternatives should be considered by the Trust before suspending a member of staff:

e redeployment within the school.
® providing an assistant to be present when the individual has contact with children.

e redeploying to alternative work in the school so the individual does not have unsupervised
access to children.

e temporarily redeploying the member of staff to another role in a different location, for
example to an alternative school within the Trust.

Risk analysis (see table below for grading)

RISKS Y N Risk Likelihood Risk Score
(L) Consequence (LxC)
(€)

Risk of harm to pupils, parents or visitors

Risk of harm to employees

Risk of harm to self

Risk of harm to organisation

Risk of continued misconduct

Risk to service provision

Risk to investigation process

Some other substantial reason

Risk Grading

Likelihood (L)

Consequence (C) 1-Rare 2 — Unlikely 3 - Possible 4 - Likely 5 - Almost
certain
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4 Major

3 Moderate

2 Minor

1 Negligible

1-3 Low risk 4 -6 Moderate 8 — 12 High risk - 15 — 25 Extreme risk

Actions to be taken to reduce risk

Risk Mitigation Action New Risk Rating
(following implementation
of mitigation action)

Risk of harm to pupils, parents or
visitors

Risk of harm to employees

Risk of harm to self

Risk of harm to organisation

Risk of continued misconduct

Risk to service provision

Risk to investigation process

Some other substantial reason

Decision on outcomes following risk analysis

Risk Options Yes | No Reason for risk option

No requirement to take action identified

Manage the risk and allow the staff
member to remain within their role
under close supervision

Reduce the risk and limit duties and role
under supervision within the same
workplace

Transfer the risk and redeploy the staff
member temporarily to alternative
employment within the organisation
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Avoid the risk and suspend the staff
member (if this option is selected,
please also confirm the date of review)

Date of Review:

Outcome of Investigation under the Plymouth CAST Disciplinary Policy (If applicable)

Referral to regulatory bodies?

Form completed by

Print Name

Sighature

Date
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Appendix 8

Plymouth CAST Suspension Return to Work Guidance

Once the decision has been made that suspension is no longer required or an investigation has been
completed and the employee may return to work, a suspension return to work plan should be
created. A return to work following suspension can be tricky, and the aim of this document is to
assist in a smooth transition back into the workplace for the suspended employee and other
colleagues/line managers.

It is important to note that after any period of suspension, the employee should not be treated any
differently regardless of the disciplinary action against them.

Return-to-work meeting after suspension.

An employee may feel aggrieved about the suspension and/or worried about returning to work after
suspension. Holding a meeting with them can help smooth their return to work and, also, offer them
a vote of confidence. This will provide an opportunity to discuss and resolve any concerns or issues
that the employee or employer/line manager may have.

The line manager / Headteacher should arrange a return-to-work meeting either before or on the
employee’s first day back. The Suspension Return-To-Work From should be completed, signed by
both the line manager/ Headteacher and the employee and kept on the employee’s personnel file.

This is a supportive meeting which aims to help the employee settle back into the workplace. Each
person’s circumstances and needs will be different. The main goal of the meeting is to discuss and
resolve any concerns or issues around returning to work.

After the return-to-work meeting, the line manager should schedule a check in meeting to see how
the employee has settled back into work. This can be agreed between the employee and line
manager.

Communication to Colleagues on the Suspended Employee Return

Either in the return-to-work meeting or before the employee’s first day back after suspension, the
line manager / Headteacher should discuss with the employee what they would like to be
communicated to other staff members about their suspension and return. The employee may wish
for no communication to be sent out. However, some employees may be worried that their
colleagues will ask them lots of questions on their return. Or they may be worried their colleagues
may think they were off from work for no reason and left them to pick up their work. Therefore,
some employees may wish for a communication to be sent on their return; this is usually kept very
simple but can make the employees feel more at ease. Where it is agreed that a communication
should be sent out, this should be documented in the return-to-work form.
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Employee Wellbeing

Suspension can lead to negative effects on the suspended employee’s wellbeing, resulting in — or
worsening — physical and mental health problems, including stress, anxiety, and depression. The
effects should not be underestimated and continued support even after the employee has returned
to work is vital.

Even after the employee has been informed that their suspension has come to end, the person will
often still worry about their:

® Working relationships with their colleagues, line managers/Headteachers, parents and/or
children in the school.
Return to work and how that might be handled.
Home life - being suspended can put a strain on personal relationships. This strain may
continue even after suspension.

Moreover, any negative effects to the employees physical and/or mental health may continue once
they are back at work or be too severe to return to work at that time. Therefore, it is essential the
employee feels supported and is aware of the support available to them.

The return-to-work meeting is designed to be a supportive meeting which provides an opportunity
for the employee and line manager to discuss any concerns. It is also an opportunity for the
employee to express how they are feeling and for you to discuss if any extra support or adjustments
are needed. Every employee will be different, and even if they do not appear affected, a simple ‘how
are you doing’ could go a long way in supporting that employee in their transition back to the
workplace.

The line manager / Headteacher should also consider whether a risk assessment needs to be carried
out such as a stress risk assessment.

The following support is available should be provided to the employee:

® The Wellbeing Hub on the Plymouth CAST portal has plenty of good resources:
https://drive.google.com/drive/folders/1E30SAzOkdUSZFVIWIiG-LOeY1pvG5akf-

® Support for Schools and Access to FREE Confidential telephone Counselling Services:

- Zurich Municipal, our Insurance Company through DAS, provides a FREE confidential
counselling service available 24 hours a day to ALL CAST employees, volunteers and their
families. The number is 0117 934 2121
Our Reference: KT/IND
Policy Number: KSC-242049-4653

- The Education Support Partnership Charity provides a FREE Confidential Telephone
Support and Counselling Service available 24 hours a day to all teachers and staff in
primary and secondary schools. The number is 08000 562 561.
https://www.educationsupportpartnership.org.uk/helping-you/telephone-support-couns
elling
https://www.educationsupportpartnership.org.uk/helping-you/telephone-support-couns
elling
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Breakdown in Relationships and/or Trust

Consider the individual circumstances on the suspension and that individual. Has there been a
dispute between the suspended employee and another member of staff? Has there been a
breakdown in relationship or trust between them?

In this instance, the other employee may need to be informed that the suspended employee is
returning to work, and the dispute is now at an end. If the employees are unable to work together,
the following may need to be considered:

® Relocating them or reorganising their duties to avoid or reduce contact between them.
® Reallocation of line manager (this must be clearly communicated).
® Mediation: Informal or formal — whichever is more appropriate.

Please seek advice from HR.
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Plymouth CAST Suspension Return-To-Work Form

Employee Name
School/Department
Employee Job Role
Meeting Date

Line Manager Name

Are there any concerns or issues which either the employee or line manager / Headteacher
wishes to discuss (and resolve).

Discuss employee wellbeing — how are they doing? How have they coped during the suspension?
How are they feeling about returning to work?

Discuss what support, if any, would be helpful for the employee to settle back into work.

For example, this may be in relation to training or an adjustment in working hours to gradually
build up the employee’s time in the workplace.

Discuss ways in which to discuss the matter with their colleagues, in relation to the suspension.

Does the employee wish for communication to be sent out to colleagues? If so, what should this
say?
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Other points to consider/discuss if appropriate:

® How to communicate professionally and responsibly with managers and other colleagues.

® Any restrictions you’ve placed on the returning staff member and your expectations
surrounding them.

® Informing the employee if there have been changes in working practices, and considering
if extra support or training is needed for the employee to understand and work with these
changes.

o |f the employee has been absent due to a long-term health problem, consider if there are
any reasonable adjustments that need to be made.

® Has there been a breakdown in relationships between colleagues? Are other measures
needed such as mediation, redeployment, change in employee reporting lines or work
patterns.

If any, actions to be taken from this meeting:

Other Notes:

Follow up / check-ins should be carried out after the return-to-work meeting.

Date agreed by the line manager / Headteacher and employee for next checkin: .........................

Employee’s Responsibilities

Returning employees also have a role to play in easing the transition, by:

® Having ongoing and clear communication with the employer / line manager / Headteacher.

39



1)

/ Plymouth

CAST

® Avoiding future allegations — the employee should take all steps possible to avoid being
alone or in any difficult situation with the person who made the original allegation etc.

® Showing remorse where appropriate and complying with restrictions or other terms imposed
by the employer (even if the employee doesn’t necessarily agree).

Should a risk assessment be carried out?
Yes — a risk assessment will be carried out.

No — a risk assessment is not appropriate/necessary.

Breakdown in Relationships

Has there been a breakdown in relationship between colleagues and one of the following is
required?

® Relocating them or reorganising their duties to avoid or reduce contact between them.
® Reallocation of line manager (this must be clearly communicated).
® Mediation: Informal or formal — whichever is more appropriate.

Yes — seek further advice from HR.

No.

Line Manager / Headteachers Signature: .........ccvicvviiiiirierianriarrinennnns
Employee’s Signature: ........ccccvviiciiiiiiiiiicieiaeennernaaeeas

D 1] 4 <,
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