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[Please note prior to adopting this policy you should:
· Ensure you have adapted it where necessary to fit the requirements of your School/Trust
· Follow your usual governance process to be approved by Governors/Trustees
· Follow your usual process to consult on new or amended HR policies with trade unions
If you are part of a multi-academy trust, please check with your Trust prior to adopting any new or amended policies.]




Procedure for Disciplinary Hearing by the Senior Manager/ Headteacher/Disciplinary Committee
Presentation of the Management Case
The management representative* may make an opening address outlining the school’s case and the reasons for the hearing.
The management representative calls each witness in turn so that
The witness is asked questions.
The employee's companion*has the opportunity to ask the witness questions.
The management representative may ask the witness questions of clarification.
The Senior Manager/Headteacher/Disciplinary Committee has the opportunity to question the witness.
Each witness withdraws after giving evidence, except the management representative who is a witness and presents the outcome of the disciplinary investigation.
Presentation of the Employee’s Case
The employee’s companion** may make an opening address outlining the employee's case
The employee's companion calls each witness in turn so that:
The witness is asked questions
The management representative has the opportunity to ask the witness questions
The employee's companion may ask the witness questions of clarification.
The Senior Manager/Headteacher/Disciplinary Committee has the opportunity to question the witness.
Each witness withdraws after giving evidence except the employee who has been a witness to their own case, who has the right to remain throughout the hearing procedure
Summing Up
The management representative and then the employee's companion shall have the opportunity to sum up their case if they so wish.
Both parties then withdraw.
* Management representative will usually be the Investigating Officer. 
** Companion will be defined in the School’s Disciplinary Procedure. Legally it may be a workplace colleague or trade union representative.


The Headteacher/Disciplinary Committee’s Decision
The Headteacher/Disciplinary Committee, together with an appointed adviser(s), is to deliberate in private, only recalling the parties to clarify points of uncertainty on evidence already given. If recall is necessary both parties are to return, notwithstanding that only one may be concerned with the point under clarification.
The Headteacher/Disciplinary Committee is to announce its decision to both parties at the close of the proceedings whenever possible. The decision will be confirmed in writing soon afterwards. Where the decision is to dismiss or to give a disciplinary warning, the employee will be advised of their right of appeal against the decision of the Headteacher/ Disciplinary Committee.
Notes on the Procedure
The management case may be presented by someone other than the Investigating Officer and the Investigating Officer may remain in the hearing throughout as or with the management representative. If the employee is the Headteacher, the management case will be brought by the Chair of Governors who may remain throughout the hearing if someone other than the Chair of Governors presents the case.
The employee may choose to represent themselves. In such a situation the employee may be questioned as a witness.
The Headteacher/Disciplinary Committee will normally have access to an adviser to advise on the law and on procedures in a community school, or in a foundation or aided school where advisory rights have been granted by the governing body to the Local Authority (LA). If dismissal may be an outcome, the LA is also entitled to have a representative present to advise the Disciplinary Committee. The Headteacher/ Disciplinary Committee will make the decision. No adviser shall vote on the matter being considered by the Headteacher/ Disciplinary Committee.
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