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Purpose
The word ‘discipline’ has a range of meanings, none of which is determined in the dictionaries as ‘punishment’.  The key objectives are to correct not penalise; to help and encourage all employees of the Church to achieve and maintain standards of conduct, attendance and performance in their ministry/work. 

It is our intention that all employees are treated fairly and consistently. Every effort will be made to help employees carry out their duties and they will be given sufficient opportunity to demonstrate commitment to their work and to the Church/PCC. However, if an employee commits an act of misconduct or is not able to meet performance requirements, the disciplinary procedure will apply.

Scope
This policy applies to all employees of the Church but does not form part of an employees’ contract of employment and the church/PCC may change this policy from time to time and employees will be notified of any such changes.  

Where safeguarding issues are alleged, line managers should refer to, and comply with, the Parish Safeguarding Policy.

General principles
The purpose of this disciplinary procedure is to:
1. ensure consistent and fair treatment of disciplinary and performance issues, and 
1. help and encourage employees to achieve and maintain appropriate standards of conduct and performance

This procedure aims to bring about improvements in work and conduct. It is not simply a mechanism for dismissing employees, although in some cases this may be the outcome of the procedure.

Management can choose to deal with minor instances of misconduct and initial unsatisfactory levels of performance informally, by way of counselling, guidance or instruction or by informally cautioning the employee. However, if a problem continues or management judges it to be sufficiently serious, the following disciplinary procedure will apply.

The Church/PCC will not dismiss the employee for a first offence, unless the offence amounts to gross misconduct (see gross misconduct section), in which case the employee will be dismissed without notice or pay in lieu of notice.

The Church/PCC reserves the right to outsource appropriate support at any stage of this procedure if it is deemed necessary, including holding, attending and/or facilitating disciplinary and/or appeal hearings. 

[bookmark: _Toc145918487][bookmark: _Toc145918566]Procedure
Informal action will be considered, where appropriate, to resolve problems such as minor faults, where the matter is more serious the following disciplinary procedure will be used. No disciplinary action will be taken against an employee until the case has been fully investigated. Employees must cooperate fully and promptly in any investigation, this will include, among other things, informing us of the names of any relevant witnesses, disclosing any relevant documents to us, and attending investigation meetings if required.  

For formal action, if XX consider there are ground for disciplinary action, the employee will be required to attend a disciplinary hearing. They will be informed in writing of the allegations against them, the basis for those allegations, and what they likely range of consequences will be if it is decided after the hearing that the allegations are true. The employer will also include the following where appropriate:
· a summary of relevant information gathered during the investigation
· a copy of any relevant documents which will be used at the disciplinary hearing, and 
· a copy of any relevant statements, expect where a witness’s identity is to be kept confidential, in which case as much information as possible will be provided while maintaining confidentiality. 

The employee will be given written notice of the date, time and place of the disciplinary hearing. The hearing will be held as soon as reasonably practicable, but a reasonable amount of time, will be given for the employee to prepare their case based on the information provided. 

The employee will have the right to be accompanied by a fellow employee or trade union official at all stages of the procedure, if the chosen companion will not be available at the time proposed for the hearing, the employee may request that the hearing be postponed to a day not more than 5 working days after the day proposed by the employer. If the time proposed is reasonable, the hearing will be postponed until that time.

If the employee’s choice of companion is unreasonable, we may ask you to choose someone else, for example:
· if in our opinion your companion may have a conflict of interest or may prejudice the meeting; or
· if your companion is unavailable at the time a meeting is scheduled and will not be available to more than five working days afterwards. 

The employee must make every effort to attend the hearing, and failure to attend without good reason may be treated as misconduct in itself. If the employee fails to attend without good reason, or is persistently unable to do so e.g., health reasons, the employer may have to take a decision based on the available evidence.

At the disciplinary hearing each of the allegations and the evidence that has been gathered shall be considered. The employee will be able to respond and present any evidence, and their companion may make representations and ask questions, but should not answer questions on the employee’s behalf. The employee may confer privately with their companion at any time during the hearing.

Recordings of disciplinary meeting and hearings are not usually made, minutes will be prepared at the meeting by the note taker, and the employee will have the opportunity to review these minutes before they are finalised. The employee or the companion must not make electronic recordings of disciplinary hearings or meetings.

Relevant witnesses may be asked to appear at the hearing, provided the employee gives sufficient advance notice to arrange their attendance. You will be given the opportunity to respond to any information given by a witness. However, the employee will not normally be permitted to cross-examine the witness, unless, in exceptional circumstance, the employer decides that a fair hearing could not be held otherwise. 

The employer may adjourn the disciplinary hearing if it needs to carry out any further investigation such as re-interviewing witness in the light of any new points made at the hearing. The employee will be given reasonable opportunity to consider any new information obtained before the hearing reconvened. 

The employee will be informed in writing of the decision and reasons for it, usually within one week of the disciplinary hearing. No employee will be dismissed for a first breach of discipline except where an employee has not yet completed their probationary period, or in the case of gross misconduct when the penalty will normally be dismissal without notice or payment in lieu of notice.

Disciplinary outcomes
If a disciplinary hearing upholds an allegation and determines that a disciplinary penalty is appropriate, the following penalties can be imposed:

Stage 1: Improvement note or warning
This will normally be either:
· An improvement note for unsatisfactory performance if performance does not meet acceptable standards. This will set out the performance problems, the improvement that is required, the timescale, any help that may be given and the right of appeal. The individual will be advised that is constitutes the first stage of formal procedure. A record of the improvement note will be kept for 12 months, but then will be disregarded – subject to achieving and sustaining satisfactory performance.
· A first warning for misconduct if conduct does not meet acceptable standards. This will be in writing and set out the nature of the misconduct and the change in behaviour required and the right of appeal. The warning will also inform the employee that a final written warning may be considered if there is further misconduct or no sustained satisfactory improvement or change. A record of the warning will be kept, but it will be disregarded for disciplinary purposes after 12 months.

Stage 2: Final written warning
If the office is sufficiently serious, or if there is further misconduct or a failure to improve performance during the currency of a prior warning, a final written warning may be given to the employee. This will give details of the complains, the improvement required and the timescale. It will also warn that failure to improve may lead to dismissal and will refer to the right of appeal. A copy of the written warning will be kept by the supervisor but will be disregarded for disciplinary purposes after 12 months subject to achieving and sustaining satisfactory conduct or performance.

Stage 3: Dismissal or other sanction
If there is further misconduct or failure to improve performance the final step in the procedure may be dismissal or some other action short of dismissal such as demotion, disciplinary suspension, or transfer. If the employee is dismissed, they ill be provided with reasons for dismissal in writing, the date on which the employment will terminate and the right to appeal. 

Where there is gross misconduct, the Employer is entitled to proceed to stage 3 without having implemented stages 1 or 2. If some sanction short of dismissal is imposed, the employee will be provided with reasons for the decision in writing, will be warned that dismissal could result if there is no satisfactory improvement and they il be advised of the right of appeal. 

Gross Misconduct 
The following list is not exhaustive but provides examples of offences which are normally regarded as gross misconduct:
· Intentional acts of unlawful discrimination or harassment
· Verbal, physical, sexual or financial abuse of members of the Church
· Failure to adhere to the Statement of Faith required of all members of the Church
· Failure to maintain one’s personal life is accordance with a good Christian testimony
· Theft, fraud, deliberate falsification of records
· Serious breach of confidentiality
· Serious breach of Code of Conduct
· Fighting
· Assault on another person
· A serious breach of health and safety rules.

If, on completion of the investigation and a subsequent disciplinary hearing, the PCC is satisfied that gross misconduct has occurred, the outcome for the employee will normally be summary dismissal without notice or payment in lieu of notice. 

Suspension
The PCC may at any time suspend the employee for a reasonable period of time during any period in which the PCC is carrying out a disciplinary investigation into any alleged acts or defaults of the employee. The PCC will confirm the arrangements in writing. 

Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already been made about the allegations. During any period of suspension, the employee shall continue to receive their salary and contractual benefits.

Appeals
If the employee feels that disciplinary action taken against them is wrong or unjust they should appeal in writing, stating the full ground of appeal to XX within one week of the date on which they were informed of the decision.

If appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if the appeal is successful the employee will be reinstated with no loss of continuity or pay.

If the employee raises any new matters in their appeal, a further investigation may be carried out. If any new information comes to light the employer will provide a summary and where appropriate, copies of additional relevant documents and witness statements. The employee will have a reasonable opportunity to consider this information before the hearing.

The employee will be given written notice of the date, time and place of the appeal hearing. This will normally be two to seven days after the written notice.

The appeal hearing may be a complete re-hearing of the matter, or it may be a review of the fairness of the original decision in the light of the procedure that was followed and any new information that may have come to light. This will be at the discretion of the PCC depending on the circumstances of the case. In any event the appeal will be dealt with as impartially as possible. 

Where possible, the appeal hearing will be conducted impartially by another manager who has not been previously involved in the case. The investigating Officer and/or the manager who conducted the disciplinary hearing will also usually be present. The employee may bring a companion to the appeal hearing. 

The employer may adjourn the appeal hearing to carry out any further investigation in the light of any new points raised at the hearing. The employee will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.

Following the appeal hearing the PCC may
· Confirm the original decision
· Revoke the original decision or
· Substitute a different penalty

The employee will be informed in writing of the final decision as soon as possible, usually within one week of the appeal hearing. There will be no further right of appeal. 

Please consult the Diocese of Bristol Human Resources Department for further advice and guidance: humanresources@bristoldiocese.org 



Appendix A - Examples of Misconduct and Gross Misconduct 

Misconduct
The following are examples likely to result in disciplinary action:
1. Lateness/poor timekeeping/poor attendance
1. Poor performance including failure to maintain work standards
1. Poor attitude demonstrated towards work
· Refusal to obey a reasonable instruction
· Neglect, damage and/or abuse of organisation facilities/property resulting in damage or mess
· Repeated failure to provide appropriate sickness absence documentation
· Rudeness to a colleague or client or supplier
· Refusal to wear protective clothing or personal protective equipment where required
· Interference with organisation plant or property
· Interference with any control mechanism not under the team member’s control
· Disregarding safety instructions or safety precautions
· Infringement of the organisation’s rules
· Disregarding warning notices
· Continued use of the organisation’s phones and/or computer equipment for non-work related matters.

[bookmark: _Toc145918490][bookmark: _Toc145918569]Gross misconduct
There are certain actions that constitute misconduct serious enough to justify dismissal without notice or pay in lieu of notice.  The organisation reserves the right in each case to decide what constitutes gross misconduct. The following are examples of gross misconduct; however, these are intended as a guide only and the list is not complete or exhaustive:
1. [bookmark: _Hlk96087220]Refusal to accept and act on reasonable instructions from a supervisor or other member of management
1. Serious negligence that could or does result in unacceptable loss, damage or injury
1. Fighting, assault or threatening / bullying behaviour and/or any violent act
1. Theft, fraud or falsification of organisation records or any dishonesty involving the organisation, its employees, customers or authorised visitors or attempts to commit such offences
1. [bookmark: _Hlk96087164]Any act of fraud (e.g. working whilst claiming the organisation’s sick pay, making false statements on the application form, falsification of time sheets, falsification of legal or the organisation’s documentation)
1. Any act of corruption or bribery (e.g. offering an inducement to secure or facilitate business)
1. Deliberate or reckless damage to the property of the organisation, its employees, customers or authorised visitors
1. [bookmark: _Hlk96087323]Being unfit to work through alcohol or illegal drugs or other prohibited materials on the organisation’s property and/or during the organisation’s activities
1. [bookmark: _Hlk96087718]Misuse or consumption of organisation owned products, funds or property
1. Inappropriate use of other employee’s cash or property
1. Criminal offences against the organisation or another employee
1. [bookmark: _Hlk96087731]Disorderly behaviour (including sleeping) likely to cause damage, injury or waste of resources
1. [bookmark: _Hlk96087413]Deliberate and serious contravention of Health and Safety procedures or any action likely to endanger the employee’s health and safety or any other person
1. [bookmark: _Hlk96087455]Possession, sale, transfer or use of any illegal drugs or other prohibited materials including alcohol (unless alcohol is so provided by the organisation on special occasions) on the organisation’s property and/or during activities
1. [bookmark: _Hlk96087494]Harassment (including harassment on the grounds of sex, race, disability, age, religion, sexuality, sexual orientation and other prohibited forms of discrimination) or discrimination of any other employee, supplier, client or third party
1. [bookmark: _Hlk96087746]Introduction of a computer virus through wilful / careless disregard for the organisation’s policy
1. Unauthorised absence of more than 5 working days
1. Failure to comply with organisation policies on security
1. Failure to comply with the confidentiality clauses, e.g. disclosure of organisation processes and/or information to a third party
1. [bookmark: _Hlk96087552]Bringing the organisation, its name, employees, the Church and/or customers/clients into disrepute, including making false statements about any of these.

This list illustrates the type of conduct that normally merits dismissal for a first offence; however other types of offence, such as deliberate unlawful discrimination may be treated as gross misconduct, depending on the seriousness of the case.

If the organisation is satisfied, following investigation and a disciplinary hearing, that the team member has committed gross misconduct, the organisation will normally dismiss the employee without notice or pay in lieu of notice. In certain circumstances, demotion or suspension without pay may be used as an alternative measure.
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