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Introduction  
 
The Minerva Learning Trust (MLT) asks all partner schools to adopt and use this policy unless a partner 
school and the Minerva Learning Trust have discussed and agreed alternative procedures that they both 
agree would better suit the partner school’s particular circumstances as well as meet any statutory 
requirements. 
 
Any reference in this policy to the Governing Body or the school relates to the independent governing 
bodies and schools of all Minerva Learning Trust partners. Partner schools and their respective Governing 
Bodies have full delegated powers from the Trust and have the responsibility for the operational 
implementation of the policies and their associated procedures. They are encouraged to seek advice and 
support from Minerva Learning Trust on matters of policy and procedure in circumstances where decisions 
may potentially impact on the Trust as a whole, e.g. dismissing staff or making staff redundant. In such 
circumstances at least one member of the relevant panel should be a member of the Trust. 
 
The MLT is committed to a coherent approach to the safety, protection and wellbeing of members of the 
school community, and to fairness and consistency in the way that disciplinary matters and staff 
grievances are handled. Our policy on discipline, conduct and grievances will contribute to achieving this. 
The policy applies to all staff, including the Headteacher. 
 
The Disciplinary Procedure seeks to provide an objective and fair process by which to consider and decide 
upon matters of employee misconduct. Where misconduct arises the school’s procedure must be followed 
to ensure these matters are handled consistently and fairly even though each outcome will be specific to 
the circumstances of the case.   
 

 The Governing Body is responsible for the conduct and discipline of all staff for whom it has 
delegated powers in the school.  Most disciplinary matters will, in the first instance, be dealt with 
by the Headteacher, Deputy Headteacher or other manager in the school.  Every effort should be 
made to ensure that all staff know and understand the disciplinary rules and procedures, including 
the school’s adopted Code of Conduct for staff.  Access to the rules and procedures will be 
provided to all staff. 

 

 The procedure applies to both support staff and all teaching employees (including Headteachers). 
 

 This procedure is designed to ensure that disciplinary matters are dealt with thoroughly, promptly 
and equitably.  Discipline is necessary for the conduct of school’s affairs and for the safety and 
well-being of employees and pupils at the school.  The object of the procedure is to ensure good 
standards in the conduct and work of employees and should not be viewed primarily as a means of 
imposing sanctions.  
 

 This document complies with the Employment Act 2008. Reference should be made to the ACAS 
Code of Practice 2009 where further guidance is needed.  

 
A) Definitions used in the procedure: 
 

The school expects staff to be professional and hardworking. It does not expect to have to 
discipline them for misconduct but disciplinary sanctions have to be in place should the need arise, 
if informal action has not been effective or is inappropriate. The school’s staff performance 
management policy provides information on how the school manages staff performance. 
 
Staff conduct in school 

Staff should ensure that their conduct in school is in line with school policy, expectations and sets 
a good example to our pupils. This includes:  

 Observing the terms and conditions of their contract 
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 Attending work regularly and on time 
 Performing work duties to the high standard expected 

 Treating with respect everyone they come into contact with during the course of their work 
 Complying with requirements relating to training and CPD, health and safety, and information 

sharing 
 Alerting managers to any circumstances that may adversely affect their work 
 For teachers: complying with the requirements of the teachers’ standards and the School’s Code of 

Conduct.  
 For all staff: ensuring their conduct outside of school does not cause any actual or potential 

reputational damage to the school or undermine their professional credibility. 

Failure to maintain satisfactory standards of conduct may result in action being taken under this 
procedure.  
 
            Managers have the additional responsibilities of: 
 

 Supporting the recruitment process of staff that they think are capable of working to the high 
standards expected at the school, and supporting and managing them effectively  

 Monitoring staff conduct and taking action where conduct is unacceptable 
 Encouraging staff to alert them to circumstances that may adversely affect their work  
 Communicating the school policy and standard expectations to all staff, ensuring there is a clear 

understanding of both 

 Providing effective feedback on the conduct, attendance and performance to individuals for whom 
they are responsible 

 Ensuring that any actions taken as a result of staff misconduct or gross misconduct are carried out 
discreetly, fairly, in confidence and in line with the school’s equality policy. 

Informal Procedure 
 
 Before invoking the formal procedure, Headteachers, Deputy Headteachers and other managers in 

schools should carefully consider if it is appropriate to resolve the matter on an informal basis by 
discussing the situation with the employee to avoid the necessity of formal warnings.  

 

Formal Procedure 
 
 The formal disciplinary procedure is described in stages of increasing seriousness to avoid 

ambiguity about an employee’s position.  It must be noted however, that some misconduct may be 
of a nature that it will immediately need to be considered at a higher level than the first stage of 
the procedure.  (A separate procedure is used when allegations have child protection implications, 
see section 6.7) 

 
           Misconduct  
 

 Minor breaches of an employee’s contract of employment 
 Minor breaches of the MLT’s or school’s policies, including the sickness absence policy, Acceptable 

IT User policy and health and safety policy 

 Unauthorised absence from work 
 Unauthorised use of the school facilities – for example using the internet for excessive personal 

emailing 

 Persistent lateness, poor timekeeping or timewasting 
 Inappropriate or offensive behaviour – for example, using foul or abusive language  
 Intentionally disobeying the reasonable instructions of a senior member of staff 
 A breach of confidentiality or school regulations 
 Negligence in the performance of duties. 

Gross misconduct  
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Gross misconduct is a serious breach of contract and includes misconduct, which in the opinion of the MLT 
is likely to prejudice its reputation or irreparably damage the working relationship and trust between the 
school and the employee. Gross misconduct will be dealt with under this procedure and will normally lead 
to dismissal without notice or pay in lieu of notice. 

 Harassment or discrimination related to any of the protected characteristics – see other relevant 
policies including equal opportunities, and anti-harassment and bullying  

 Inappropriate conduct with children or young people, including failing to maintain appropriate 
professional boundaries 

 Serious failure to follow the school’s child protection procedures 
 Serious or repeated breaches of health and safety requirements  

 Physical assaults or threats to a colleague, pupil or member of the public 
 Soliciting or accepting bribes 
 Actual or threatened violence, or behaviour which provokes violence 
 Unauthorised removal of school property, or malicious damage to school property or equipment 
 Criminal offences that in the school’s opinion may undermine that employee’s ability to do their job 

or adversely affect internal relations, staff or pupils 

 Dishonesty involving anything that relates to life in school 
 Fraud or forgery, including falsification of documents such as expense claims, pupils’ work, 

examinations or assessments 
 Theft 

 Being under the influence of alcohol, illegal drugs or other substances during working hours or not 
being capable of fulfilling duties because of their effects 

 Any action that harms the reputation of the school 
 Serious negligence or a serious or deliberate breach of an employee’s contract of employment 

 Serious or repeated failure to obey instructions, or any other serious act of insubordination  
 Deliberately accessing internet sites at work or at home, or using school equipment, which contains 

pornographic, offensive or obscene material 
 Making a false declaration or failing to disclose information in relation to the disqualification from 

childcare requirements, or becoming disqualified from providing childcare 
 

Levels of Disciplinary Action 
 
 A disciplinary hearing may be convened at one of the following levels according to the 

circumstances of the case: 
 

Level 1 Recorded verbal warning (normally kept on file for 6 months) 
Level 2 Written warning (normally kept on file for 12 months) 
Level 3 Final written warning (normally kept on file for 18 months) 
Level 4 Potential dismissal with notice or dismissal without notice 
 
The Headteacher/Manager or Governor(s) issuing the warning can, in exceptional circumstances 
decide to increase the amount of time a warning remains on file. 

            
B) Links 

 
This policy is closely related to the following policies and procedures: Child Protection and 
Safeguarding and DBS (which, if a relevant issue, will always take precedence); managing 
allegations of abuse against Staff; whistleblowing; grievance; the school’s adopted Staff Code of 
Conduct; Staff performance management and capability. 
 

C) AIMS AND OBJECTIVES: 
 

 To establish a fair, consistent, transparent, equitable and objective process for investigating 
and resolving disciplinary issues promptly and efficiently. 

 To maintain an environment where staff and pupils feel safe and valued and are able to 
fulfil their roles and responsibilities. 
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 To meet the statutory requirement to have a disciplinary procedure which meets all legal 
requirements and conforms with good practice. 
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Allegation of misconduct arises 

Headteacher/Manager investigates and 
informs employee of allegation 

Suspension 
Consider and action suspension in appropriate circumstances 
(refer to Section 6 in the Procedure) 
NB some preliminary investigation may be necessary before 
suspension 

Can the matter be resolved on an informal basis 

End 

Is formal disciplinary action to be pursued following investigation? 

Yes 

End (Lift Suspension if appropriate) 

Headteacher/manager recommends level of hearing (taking account of 
circumstances of the case including live warnings) and sets up a hearing at: 

Level 1 

 Inform employee in writing, 3 clear working days 
in advance of hearing 

 Confirm details of specific allegations 

 Confirm representation rights 

Level 2   Level 3 

 Inform employee in writing 

 Confirm details of specific allegations 

 Confirm representation rights 

Level 4   Suspension remains in place 

 Inform employee in writing 

 Confirm details of specific allegations 

 Confirm representation rights 

Hearing 

 Headteacher/Manager sets out allegations and 
evidence 

 Employee responds and sets out own evidence 

 Written case to be shared 5 clear working days in advance of 
hearing 

 Employee’s case to be shared 1 clear working day in 
advance 

 Written case to be shared 10 clear working days in 
advance of hearing 

 Employee’s case to be shared 5 clear working days 
in advance 

Hearing 

 Headteacher/Manager sets out specific allegations and 
evidence 

 Employee responds and sets out own evidence 

Hearing 

 Headteacher/Manager sets out specific allegations 
and evidence 

 Employee responds and sets out own evidence 

Adjournment for Headteacher/Manager to 

consider case and make decision 

Adjournment for Headteacher/Manager/Governor(s) to 

consider case and make decision 

Adjournment for Headteacher/Governors to consider 

case and make decision No Formal warning. – 
poss support, action 
plan, monitoring, 
review process 

Disciplinary Warning 

 Level 1 

 Confirm in writing within 3 clear 
working days 

Right of Appeal to Headteacher/ one Governor 
within 5 clear working days   (Seek to hear within 

10 clear working days) 

No 
Formal 
warning 

Disciplinary Warning 

 Level 1/2 warning (Level 2 hearing) 

 Level 1/2/3 warning (Level 3 hearing) 

 Confirm in writing within 3 clear working days 

Right of Appeal to Governor(s) within 5 clear working 

days.   (Seek to hear within 10 clear working days) 

No Formal 
warning 

Disciplinary Warning/Dismissal 

 Dismissal (with or without notice) 

 Level 1/2/3 warning 

 Confirm in writing within 3 clear 
working days 

Right of Appeal to Appeal Panel within 5 clear working 

days (Seek to hear within 10 clear working days) 

No 

Yes – poss support, action plan, 
monitoring, review process 

No 

DISCIPLINARY PROCEDURE 

Inform The Minerva Learning Trust Executive if 
at Level 4 to seek further advice and support. 
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1. Principles 
 

1.1 Where a Manager identifies that an employee has allegedly fallen short of the standards of conduct 

expected he/she will deal with the matter informally where appropriate.   In any such informal 

discussion the employee concerned should be informed of the nature of the complaint (in writing), 

the improvement expected and the timescale. The formal procedure will be used however, to guide 

an employee towards acceptable standards where a Manager considers it is not appropriate to 

manage the case informally.  The employee should be given a copy of the School’s Disciplinary 

Procedure. 

 

1.2 Managers will ensure that employees are made aware of the expected standards of conduct for 

staff, as set out in the School’s adopted Code of Conduct.    

 

1.3 Except in cases of Gross Misconduct or an irretrievable breakdown of trust and confidence no 

employee will be dismissed for a first breach of discipline. However, certain misconduct will be 

regarded as so serious as to give rise to the possibility of dismissal from all employment with the 

school and the Minerva Learning Trust with or without notice, depending on the circumstances. 

 

1.4 Managers and Governors will be responsible for applying this procedure in a fair and equitable way 

with advice at each level from their Human Resources consultants. 

 

1.5 All parties will ensure that investigation and hearing processes progress as quickly as is reasonably 

possible for the benefit of the employee and the school. 

 

1.6 An employee will have the right of appeal, to a Manager/the Headteacher/a Governor or an Appeal 

Panel of the Governing Body. 

 

1.7 Employees will have the right of representation at all meetings convened under the Disciplinary 

procedure, i.e. at formal meetings. (See section 5 - Representation). Employees will be reminded of 

their right to seek appropriate advice (e.g. Trade Union representation) at the start of any action. 

 

1.8 In cases at Level 4, where dismissal is a possible outcome, the Minerva Learning Trust Executive 

should be kept informed and their advice and support sought.   

 

1.9 In cases concerning child protection, the procedures set out in the school’s Safe Guarding   

           Policy and associated procedures should be followed. 

 

1.10 Schools must have a complaints procedure.  Sometimes a complaint is the means by which a case 

of potential misconduct is brought to the attention of the Headteacher or Governors.  While being 

mindful of the complaints procedure if it is a matter that may result in disciplinary action against an 

employee, the Disciplinary Procedure should be used. 

 
1.11 The school’s human resources consultants will provide appropriate advice, guidance and support to 

assist managers in the management of disciplinary processes at each stage. 

 
1.12 The school will make every effort to protect the privacy of all parties during and after an 

investigation into misconduct. It is in everyone’s best interest to maintain this confidentiality to 

ensure a fair investigation with minimum impact for all parties.  All employees must treat 

information communicated to them in connection with an investigation or disciplinary matter as 

confidential. 

 
A breach of confidentiality will be taken seriously and may warrant its own investigation. It is a 
criminal offence to publish information that could lead to the identification of someone who is the 
subject of an allegation or a disciplinary hearing before they are charged or summonsed. 
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2. Scope of the Procedure 
 

 This procedure deals with alleged cases of misconduct.  There are separate procedures for 
Capability, Sickness Absence, Dignity at Work (HDVB), Whistleblowing and Grievances. 

 
 NB Dignity at Work, Whistleblowing, Capability and Absence related conduct issues, could result in a 

recommendation to use the disciplinary procedure. 

3. Application 

 
Where any allegation is made, the Headteacher should be informed and a meeting will be arranged with 
the member of staff in question. The chair of governors may be informed, and if the Headteacher is the 
person in question, the chair of governors will arrange the meeting. This will take place immediately if 
there is concern that a child is at risk of harm, or normally within 2 working days if this is not the case.  
 
Where misconduct is not serious enough to warrant an immediate formal meeting, the manager will meet 
with the member of staff informally to discuss the circumstances surrounding their misconduct. Written 
records of this discussion will be kept, as will documentation of any information from witnesses. The 
member of staff in question can bring a colleague to this meeting if they wish. 

 
3.1 Before disciplinary action is taken an investigation into any allegation of misconduct 

should be carried out usually by a manager appointed by the Head Teacher to establish 
a fair and balanced view of the facts. 
 

(a) When conducting an investigation, the manager should inform the employee concerned of the 
allegation(s); that the manager has been appointed to carry out the investigation and that this 
may involve interviewing the employee, any witnesses and reviewing relevant documents or 
other information. Employees must be given the opportunity to respond before the initiation of 
any formal action. Depending on the nature of the allegation, it may be necessary to suspend 
the member of staff without prejudice to ensure the integrity of the investigation. There may 
also be restrictions placed on them regarding access to the school, staff or school information.  It 
should be established if the employee has any other employment within the school or with 
another school or within the Minerva Learning Trust. If the latter, the situation should be 
communicated to all relevant managers. Should this be a case involving potential dismissal and 
dismissal is confirmed, a process will be followed to establish whether it is reasonable to expect 
that no employment with the Minerva Learning Trust can be sustained. 

(b) Disciplinary action may also be taken where the allegation(s) arises from matters outside of 
work.  Where the matter has potential impact upon the individual’s employment this should be 
discussed with the relevant Minerva Learning Trust Human Resources consultants. 

  

3.2 The manager taking the disciplinary action should normally be at a more senior level than the 
employee being disciplined 

 

3.3 Once an investigation has been conducted the manager should decide whether disciplinary action 
should be taken and if so at what level.   
 

a) If the manager has investigated the misconduct and has made the recommendation that no 
further action is required, the employee concerned must be informed in writing within 2 
working days.  
 
If the manager concludes that informal action should be taken, the member of staff will be 
informed in writing within 2 working days of the initial disciplinary meeting. If the manager 
believes that the misconduct was a one-off, a misunderstanding, or an act of poor judgement, 
they may wish to arrange a follow-up meeting to discuss this with the staff member and the 
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implications of their conduct. Managers may use this follow-up meeting to draw up a personal 
plan to improve conduct, timekeeping or organisational skills. An improvement plan may be 
created with measurable improvements as targets and reasonable timescales in which to 
improve. These will be reviewed at the end of the agreed improvement period and if insufficient 
improvement has been made the manager may make the decision to take more formal action. 

 
b) If the manager investigating the case will consider the seriousness of the case when identifying 

the level at which the hearing is to be held: they will consider all the circumstances of the case 
including any recorded warnings on the employee’s file  
 

c) In cases where an act of gross misconduct or a series of incidents of misconduct have taken 
place, the manager may advise that a disciplinary hearing should take place to review the 
conduct of the member of staff and decide on a formal course of action. 

 
d) The person who is the subject of the investigation will be informed as soon as a disciplinary 

hearing has been decided. If there has been an allegation made against them by a pupil, they 
will be informed only after the headteacher has spoken to the chair of governors. The employee 
will then be advised what the next course of action will be. However, if the police or children’s 
social care are to be involved, for example in a case of alleged sexual misconduct, they will be 
contacted before the employee and will advise on what information may be disclosed to the 
person under investigation. 

 
e) In the case of an employee who has been accused of abuse, the chair of governors or agreed 

named representative will keep the subject of the allegation informed of the progress of the case 
and any other work-related issues. If that person has been suspended, they will keep them 
informed of any developments from school. If the employee is a member of a union or any other 
professional association, they should be advised to contact that body at the outset of the 
investigation. 
 

3.4 The person(s) hearing the disciplinary case and responsible for issuing warnings will usually be at a 
more senior level of management than the person responsible for invoking the disciplinary action. 
This may be the Headteacher, a Governor or a panel of the Governing Body as appropriate in the 
situation. Normally, they should not have had direct prior involvement 

 

3.5   When the use of this procedure is being considered in respect of a Headteacher, the Governing 
Body will have the responsibility for (a) investigating the allegations, (b) invoking the procedure 
(including suspension), (c) hearing the case and (d) providing an appeal. Steps (a) and (b) can be 
carried out by the Executive Director: Minerva Learning Trust at the request of the Governing Body.  
Steps (c) and (d) will be the responsibility of Governors.  Different Governors must be involved for 
steps (c) and (d)  

 

3.6 Reasonable attempts should be made by school management and trade union representatives to 
agree dates for key meetings, hearings and appeals.  Where it has not been possible to agree dates 
it is acknowledged management will decide how to proceed with meetings, hearing and appeals. 

 

Raising a Grievance 
 

3.8 Where a grievance is lodged during a disciplinary investigation there will be a discussion between 

school management, the relevant HR consultant and the trade union about whether or not the 
grievance issues should be dealt with separately under the grievance procedure (See Grievance 
Policy) or whether the grievance should be raised and considered during the disciplinary interviews, 
hearing or appeal. 

 

4. Formal Disciplinary Procedure 
 
Governor and Manager/Headteacher Roles  
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Hearings at Levels 1, 2 and 3 

 
4.1 In accordance with the School Staffing Regulations (2003), the Headteacher or other Leadership 

Team Member or Manager can issue Disciplinary Warnings to employees at Levels 1, 2 and 3.  
 
            Under the School Staffing Regulations (2003), there is no requirement to have a panel of   
            Governors at Levels 1, 2 and 3. 
  
4.2 At Level 1 hearings, the Headteacher/Leadership Team Member/Manager investigating the case will 

present and hear evidence from the employee and then decide whether to issue a Level 1 warning 
(Recorded verbal warning).   

 
4.3 At Level 2 hearings, if the Headteacher has investigated a case they may present the case to a 

minimum of 1 governor.  
 
 If a Leadership Team Member has investigated a case they may present the case to the 

Headteacher or a minimum of 1 governor. 
 
 If a Manager has investigated a case they may present the case to the Headteacher, Leadership 

Team Member or a minimum of 1 governor. 
 
4.4 At a level 3 hearing, if the Headteacher has investigated a case they may present the case to a 

minimum of 1 governor.  However, it is recommended that a panel of 3 governors hear cases at this 
level (where the minimum requirement of 3 governors cannot be met the panel may comprise of 2 
governors). 

  
If a Leadership Team Member has investigated a case they may present the case to the 
Headteacher or governor(s).  It is recommended that a panel of 3 governors hear cases at this level 
(where the minimum requirement of 3 governors cannot be met the panel may comprise of 2 
governors). 
 
If a Manager has investigated a case they may present the case to the Leadership Team Member, 
the Headteacher or governor(s).  It is recommended that a panel of 3 governors hear cases at this 
level (where the minimum requirement of 3 governors cannot be met the panel may comprise of 2 
governors).  

 

Dismissal Hearings at Level 4 and Appeal Hearings 
 
4.5 Governing Bodies must appoint 2 separate panels of not less than 3 Governors each, to consider 

disciplinary cases at Level 4 Dismissal.  Where the minimum requirement of 3 Governors cannot be 

met a panel may comprise of 2 governors. The number of members on the Appeal Panel should not 

be less than those on the Governing Body Panel who took the decision to dismiss.  In the interests 

of natural justice these panels must comprise different Governors.  At Level 4, a representative of 

the Minerva Learning Trust has the right to attend and give advice. 

             

Disciplinary Hearings – Level 1, 2 and 3 
 
The procedure and conduct of disciplinary hearings is appended at Appendix 1 

 

Level 1 – Recorded Verbal Warning 
 

4.6 Where alleged misconduct is identified, the Headteacher/Manager will investigate the 

circumstances, which will include making the employee aware of the allegation(s) against him/her. 

Where the Headteacher/Manager believes the misconduct warrants consideration of formal 
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disciplinary action at Level 1, the employee will be informed in writing of details of the specific 

allegations against him/her and invited to a Disciplinary Hearing at Level 1. The letter should give a 

minimum of 3 clear working days notice and include the procedure to be followed at the hearing. 

 

 At the hearing the Headteacher/Manager will set out the allegations against the employee and the 

evidence upon which this is based. The employee will be given the opportunity to respond and set 

out any evidence in support of his/her position.  The employee may submit a written response if 

he/she wishes. 
 

 Following an adjournment to give full consideration to the evidence presented, the Headteacher/ 

Manager will reconvene the meeting to give his/her decision. The outcome could be a disciplinary 

warning at Level I or no formal action to be taken. 

 

 The employee will be informed of the decision at the meeting and where a warning is to be issued 

this will be confirmed in accordance with the requirements of paragraph 4.12. 

 
  Levels 2 and 3 – Written or Final Written Warning 
 
4.7 Where alleged misconduct is identified, the Headteacher/Manager will investigate the 

circumstances, which will include making the employee aware of the allegations against him/her. 

Where the Headteacher/Manager believes that the misconduct warrants consideration of formal 

disciplinary action at Levels 2 or 3, the employee will be invited in writing to a Disciplinary Hearing. 

The letter will specify  

 

- the level of the hearing  

 

- details of the specific allegations against the employee including evidence to be 

presented 

 

- the date, time and place of the hearing 

 

- rights of representation  

 

- include a copy of the procedures to be followed at the hearing 

 

- ask the employee to forward their written statement 

 

4.8 The Headteacher/ Manager will share with the employee and Headteacher/Manager/Governor(s)  

hearing the case 5 clear working days in advance of the hearing, a written statement of case 

focusing on the main points of his/her case along with any documentary evidence to be presented 

in the hearing. Similarly, the employee (and representative) will share with the Headteacher/ 

Manager presenting the case and the Headteacher/Manager/Governor(s) hearing the case at least 1 

clear working day in advance of the hearing, a written statement of case focusing on the main parts 

of his/her case and any documentary evidence to be presented at the hearing. 

   
In exceptional circumstances, where there is a complex case, all parties may agree a 
longer timescale. 

 

4.9 At the hearing the Headteacher/Manager will set out the allegations against the employee and the 

evidence upon which this is based. The employee will be given the opportunity to respond and set 

out any evidence in support of his/her position. 

 

 Following an adjournment to give full consideration to the evidence presented, the 

Headteacher/Manager/Governor(s) chairing the meeting will reconvene the meeting to give his/her 
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/their decision. The outcome could be a disciplinary warning up to the level of the hearing or no 

formal action to be taken. 

 

 The employee will be informed of the decision at the meeting and where a warning is to be 

issued this will be confirmed in accordance with the requirements of paragraph 4.12. 

 
 
 
 

4.10 Warnings under Levels 1, 2 and 3 
 

 If a warning is issued the following details will be confirmed in writing within 3 clear working days of 

the hearing and recorded on the employee’s personal file held by Minerva Learning Trust Human 

Resources. 

 

- The level of warning being issued under the formal disciplinary procedure 

 

- The nature of the misconduct, and the improvement or standard expected, timescale and 

where appropriate any support to be offered to achieve this 

 

- The result of a failure to meet the required standards of conduct including the potential for 

further disciplinary warnings 

 

- The period during which the warning will stay live (see section 8 – Withdrawal of Records) 

NB the period commences on the date of the Hearing 

 

- Appeal rights (see Section 7) with time limits 

 

- In the case of a level 3 (final) written warning a statement confirming that further 

misconduct could lead to dismissal depending upon the circumstances of the case 

 

4.11 The outcome of a Disciplinary Hearing will not be a higher level sanction than the level at which the 

hearing is called.  However, if substantial new evidence is submitted by either side the 

Headteacher/Manager/Governor/Panel will consider requests for an adjournment which may mean 

that a new Hearing will be set up at the appropriate level. 

 
4.12    Level 4 – Dismissal Hearing 
 
The Minerva Learning Trust Executive must be informed if and when an allegation could lead to a potential 
dismissal. 

 
The procedure and conduct of dismissal hearings is appended at Appendix 1 
 
4.13 An employee may be dismissed with notice by the Headteacher/Dismissal Panel at a level 4 hearing 

in the event of;-  

 
- continued failure to meet the required standards of conduct identified by earlier warning(s) 

and/or further misconduct. 

 

- A pattern of conduct leading to an irretrievable breakdown of trust and confidence 

 

- An employee may also be dismissed for gross misconduct where a first offence is so serious 

as to warrant summary dismissal. (without notice) 
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4.14 Where alleged misconduct is identified, the Headteacher/Manager will investigate the 

circumstances, which will include making the employee aware of the allegations against him/her. 

Where a Headteacher/Manager believes that an employee's misconduct warrants formal disciplinary 

action at Level 4, the employee will be invited in writing to a Disciplinary Hearing. The letter will 

specify  

 

- the level of the hearing 

 

- details of the specific allegations and advise him/her that dismissal with notice or summary 

dismissal (without notice) (as appropriate) will be considered 

 

- the date, time and place of the hearing 

 

- rights of representation 

 

- include a copy of the procedures to be followed at the hearing 

 

- ask the employee to forward their written statement 

 

4.15 The Headteacher/Manager will share with the employee and Headteacher/Dismissal Panel 10 clear 

working days in advance of the hearing, a written management statement of case detailing the 

nature of the allegation(s) against the employee along with any documentary evidence to be 

presented in the hearing. 

 

Similarly, the employee (or representative) will share with the Headteacher/ Manager presenting the 

case and the Headteacher/Dismissal Panel 5 clear working days in advance of the hearing a written 

statement of case along with any documentary evidence to be presented in the hearing. 

 
In exceptional circumstances, where there is a complex case, a longer timescale may be 
agreed by all parties. 

 

4.16 At the hearing the Headteacher/Manager will set out the allegations and the evidence upon which 

this is based. The employee will be given the opportunity to respond and set out any evidence in 

support of his/her position. 

 

Following an adjournment to give full consideration of the evidence presented, the 

Headteacher/Dismissal Panel will give his/her/their decision. The outcome could be dismissal 

without notice or with notice, a disciplinary warning at Levels 1, 2 or 3 or no formal action. Where a 

warning is to be issued this will be confirmed in accordance with the requirements stated in section 

4.10. 

 

4.17    If the decision is to dismiss the employee, he/she must be informed in writing within 3 clear 

working days of the hearing of their right of appeal to the Appeal Panel of the Governing Body.  

Following the appeal hearing, if the decision is to dismiss the employee, (or the employee chooses 

not to exercise their right to an appeal), the decision to dismiss will be notified to the Minerva 

Learning Trust. The Minerva Learning Trust Executive will issue the dismissal notice within 14 days 

of receipt of this notification. 

 

4.18 The effective date of dismissal is the date of the Dismissal Hearing. Where the dismissal 

is with notice, the notice period will commence on the date of the Dismissal Hearing. 

 

4.19 Where the employee is to be dismissed, he/she will normally be dismissed from all employment with 

the Minerva Learning Trust unless this is not justified by the circumstances of the case. Where the 

employee is employed in more than one school, governors at each school will be required to 

consider the case.  
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4.20 The dismissal letter will confirm: 

 

(a) The reason(s) for dismissal 

(b) Appeal rights to an Employment Tribunal, (which may be made within 3 months from the 

effective date of the dismissal) 

 

All dismissal letters will be delivered by hand and signed for by the employee or will be sent to the 

employee's home address by recorded delivery as appropriate. A Recorded Delivery letter will be 

deemed to have been received.  The effective date of the dismissal is the date of the Dismissal 

Hearing. 

 

4.21 Criminal offences outside employment will not be treated as automatic reasons for dismissal or other 

disciplinary action. The main consideration will be whether the offence is one that has serious 

consequences for continued employment, bearing in mind the nature of the employment and trust 

and confidence implications.  Employees will not be dismissed solely because a criminal charge 

against them is pending or because they are absent through having been remanded in custody. 

 

4.22   If the matter that is being investigated is also the subject of a police investigation, the school’s  

          investigation will usually be put on hold until the police have concluded their investigation. Schools  

          are advised to consult with the relevant Human Resources provider in such situations. 

 

4.23 An employee previously dismissed from the Trust will not normally be eligible for future re-

employment with the Trust.  A copy of all dismissal letters should be kept by the relevant school’s 

Human Resources Provider and, should this be different, by the lead school’s Human Resources 

Provide so that a register is maintained of all employees dismissed from the Trust.   

 

4.24   If there is a concern that an employee has caused harm, or poses a future risk of harm, to   

          vulnerable groups, including children, the agreed local safeguarding and disciplinary procedures   

          should be followed i.e. an investigation should be conducted by the appropriate school manager  

          with reference to the school Safeguarding officers and the Local Authority Designated  

          Officer (LADO). If at any point it is suspected that a crime has been committed then the Police  

          must also be informed. Any actual police investigation or action will take precedence over that of 

the  

          school or Trust. Once this has run its course, and depending on the outcome, the school/Trust may   

          complete its own investigation. If the school/Trust investigation concludes that a person has:  

 

 Harmed or poses a risk of harm to a child or vulnerable adult;  
 Satisfied the harm test; or  
 After a police investigation and prosecution, received a caution or conviction for a relevant offence.  

 
The Safeguarding Vulnerable Groups Act 2006 (SVGA) places a legal duty on the school/Trust to make a 
substantiated referral to the Disclosure and Barring Service. The relevant guidance and forms can be 
found at  www.gov.uk/dbs 
 
4.25    The school, with reference to the Trust, may also need to consider referring the teacher to the 

National College for Teaching and Leadership (NCTL) and/or the DBS. For example, if the allegation 
against the teacher is serious enough that they should be prevented from teaching again or if the 
teacher has been dismissed for serious misconduct, or resigned prior to a likely dismissal for serious 
misconduct. In such circumstances, the school/Trust may decide that a prohibition order is 
appropriate. 

 
In cases where a person has harmed or poses a risk of causing harm to children or if there is a 
potential of putting a child a t risk of harm or if there is any doubt, referral must be made to both 
the DBS and, if relevant, the National College for Teaching and Leadership.  

http://www.gov.uk/dbs
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Further guidance and appropriate forms can be accessed at the following site: 
 
https://www.gov.uk/government/collections/teacher-misconduct  
https://www.gov.uk/teacher-misconduct-referring-a-case 
Teacher regulation 

53-55 Butts Road 
Earlsdon Park 
Coventry 
CV1 3BH 
Email regulation.division@education.gsi.gov.uk 
Telephone0207 593 5393 

5. Representation 
 
5.1 An employee will be advised of their right to be accompanied by a representative at all formal 

stages of the disciplinary procedure. This will be a Trade Union representative or other person 

employed by the Minerva Learning Trust. If in particular circumstances these arrangements are not 

appropriate, the employee may request that alternative representation be allowed. Disciplinary 

processes will not, however, be unreasonably delayed to accommodate representation.  

 

5.2 All documentation, including written submissions from representatives, must be received by the 

Headteacher/Manager/Governor/Chair of Panel a minimum of 1 clear working day in advance of the 

Hearing/Appeal for level 2 and 3 hearings and 5 clear working days for dismissal hearings/appeals.   

 

In exceptional cases where evidence was not available beforehand, it may be presented for the first time at 

a hearing/appeal. It will be essential for all parties to have received this new information prior to the 

commencement of the hearing. 

 

If the employee requests adjournment of the hearing/appeal to a new date due to the presentation of the 

new information, this will be considered. 

 

5.3 The representative has a statutory right to address the hearing but no statutory right to answer 

questions on the employee’s behalf (Employment Relations Act 1999). 

 

5.4 A full-time or branch official of the appropriate Trade Union will be notified in advance of the 

commencement of any disciplinary processes (i.e. initial interview) in respect of a trade union 

representative or any other employee claiming that his/her action is to be regarded as a Trade 

Union duty. However, the disciplinary process will not be unreasonably delayed to accommodate 

discussions of the circumstances. 

 

6. Suspension 
 
6.1 The school will not suspend a member of staff without serious consideration, and will not do it 

automatically when an allegation of abuse or gross misconduct is made. Depending on the nature 

of the case, it may be possible that alternative arrangements are made such as work location or 

reorganisation of duties, and these will be considered before a decision to suspend is made.     

 

Suspension is undertaken where the alleged misconduct is so serious that the employee could face 

the possibility of dismissal with or without contractual notice.  In other circumstances the employee 

may be suspended from the relevant employment only if this is justified by the circumstances of the 

case. In normal circumstances the school would be expected to seek the advice of its Human 

Resources provider. 

 

https://www.gov.uk/government/collections/teacher-misconduct
https://www.gov.uk/teacher-misconduct-referring-a-case
mailto:regulation.division@education.gsi.gov.uk
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6.2 Suspension is not a disciplinary sanction and does not imply that any decision has already been 

made about the allegations. Employees will continue to receive full pay and benefits during any 

period of suspension. Suspension shall be used only in circumstances where: 

 

- Alleged behaviour is so serious and is of such a nature that an individual may face the possibility of 

dismissal with or without notice and/or 

 

- It would be dangerous/impractical to continue to allow the individual to remain at work, and/or 

 

- There is a danger that the individual's continuing presence at work would jeopardise investigations 

into the alleged misconduct(s) 

 
6.3 In accordance with the Education Act, the power to suspend is given to the Headteacher and Chair 

of Governors (Vice Chair in their absence).  In cases of suspension the Headteacher/Chair of 

Governors is required to inform the Minerva Learning Trust Executive and, as appropriate, the 

Governing Body or Headteacher. 

 

6.4 The employee will normally be invited to a meeting at which they will be informed of their 

suspension.  The school’s relevant Human Resources provider will try to secure the attendance of 

the trade union representative at the suspension meeting.  However, if the representative is unable 

to attend, the meeting will take place and the trade union representative will be briefed about the 

details of the suspension as soon as possible. The decision to suspend and the reasons will be 

confirmed to the employee in writing. If circumstances do not allow for a suspension meeting to be 

arranged, or if the employee is unwilling or unable to attend, he/she will be informed by letter of 

the suspension and the reasons for this. 

 

6.5 A period of suspension should not normally exceed 10 clear working days. Where an extension is 

required the Headteacher or Manager will inform the employee's representative. The reasons for 

and period of extension will be confirmed in writing to the employee (and representative).   

 

6.6 The suspension may only be ended by the Governing Body (the Chair or Vice Chair acting on behalf 

of the Governing Body).  This may be delegated to the Headteacher unless it is the Headteacher 

who is suspended.  The appropriate Minerva Learning Trust Human Resources provider will be 

informed of the lifting of any suspension. 

 

6.7 In cases involving child protection the school must contact either the Human Resources Adviser or 

the Safeguarding Children Advisory Service (Local Authority Child Protection Co-ordinator on behalf 

of the LADO).  They will advise on the next procedural steps.  It may be necessary for the Police to 

be informed before the disciplinary procedure is used.  

7. Resignations 

 
If an employee hands in their resignation when a disciplinary hearing has been ordered or during an 
investigation, the investigation will still continue until an outcome has been reached, with or without the 
person’s cooperation. They will be given full opportunity to respond to the hearing.  A referral to the 
Disclosure and Barring Service and Secretary of State will also be made where the thresholds for referral 
are met. 

   

8. Appeal Rights 
 

8.1 Appeal Against A Recorded Verbal Warning (Level 1), Written 
Warning (Level 2) or A Final Written Warning (Level 3) 
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The employee's right of appeal against a Level 1, 2 or 3 warning will be to the Headteacher, if it 

was heard by another member of the School Leadership Team/Manager. If the case was heard by 

the Headteacher/Governor(s), the right of appeal would normally be as follows:- 

 

 Level 1  1 Governor 

 Level 2             1 Governor 

                                   Level 3             A panel of 3 Governors (or at least the same number as heard the 

case)  

 

This is in line with Section 4, where recommendations are made in relation to who should hear 

disciplinary cases at various levels of the procedure. 

 

8.2 The employee must write to either the Headteacher or Chair of Governors, as appropriate, within 5 

clear working days of receiving a warning, requesting an appeal hearing. The letter must specify 

the reasons for an appeal.  The Headteacher/ Governor/Governor Panel will seek to hear the 

appeal within 10 clear working days of receiving the request.  

 

The purpose of the appeal hearing will be to consider grounds upon which the employee is 

dissatisfied with the issuing of a warning under the Disciplinary Procedure. 

 

The decision will be final and will be confirmed in writing to the employee within 3 clear working 

days of the appeal hearing. 

 

8.3 Appeal Against Dismissal 
 
An appeal against dismissal will be a re-hearing. 
 

Schools are required to have a Governing Body Appeal Panel. 

 

An employee may appeal against the decision to dismiss by writing to the Chair of Governors.  The 

letter must specify the reasons for appeal.  This request must be made within 5 clear working days 

of receipt of the decision of the Headteacher/Governing Body Dismissal Panel.  The Appeal Panel of 

the Governing Body will seek to hear the appeal within 10 clear working days of receiving the 

request.   

 

The decision will be confirmed in writing by the Appeal Panel within 3 clear working days of the 

Appeal Hearing. 

8.4 Appeal Hearings 

  

The original management statement of case, and any written statement submitted by the employee at 

the Hearing will be used at the appeal hearing. This should be available to the 

Headteacher/Manager/Governor(s) hearing the appeal wherever possible at least 5 clear working days 

before the appeal hearing.  No new evidence will normally be submitted. 

 

However where new evidence has become available and has been presented by the employee 

following a hearing, this should be forwarded in advance to the Headteacher/Manager who 

presented at the hearing, and to the Headteacher/Manager/Governor(s) hearing the appeal. 

 

The procedure and conduct of appeal hearings is appended at Appendix 2 and 3. 

 

8.5 Dismissals and notice periods are effective from the initial dismissal decision (IDD) i.e. the 
Dismissal Hearing and not from the Appeal Hearing. 
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9. Record Keeping 
 

Detailed records of all investigations and outcomes should be kept securely, and in line with the 

Data Protection Act, in the personal file of the person who has been under investigation, who 

should be given a copy of the same information. This will enable the school to: 

 

 Provide all the neccessary information for future schools if the individual requires a reference. 
Where DBS checks highlight allegations that did not result in any criminal charges, records will need 
to show exactly what happened, what points of action were taken during and after the 
investigation, and how the result of the investigation was reached 
 

 Prevent unnecessary re-investigation in the future if an allegation re-surfaces. 

Allegations or investigations that are proven to be malicious or unfounded will not be kept on 
employment records or used in employee references. 
9.1     A warning will remain live on an employee's personal file for the following periods from the date of 

the hearing when the warning was issued, unless a Headteacher/Manager/ Governor(s) decide(s) to 

increase these time limits. 

 

Level 1 - Recorded verbal warning 

   - 6 months 

 

Level 2 - Written warning 

   - 12 months 

 

Level 3 - Final written warning 

   - 18 months 

 

9.2 When a warning has expired, the employee will be notified and all written reference to the case will 

be removed from the personal file. However, the school is required to keep a record of any safe 

guarding warnings in case of future allegations against a member of staff. The employee will have 

access to his/her file. 

 

9.3 However, the provisions in respect of withdrawal of records will not apply to holders of posts 

covered by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.   Whilst the warning 

will remain on file, it is not ‘live’ and will only be taken into account if it is relevant and reasonable 

to do so in the context of the responsibility for the protection of children.    
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APPENDIX 1 
 
PROCEDURE FOR DISCIPLINARY/DISMISSAL HEARINGS 
 
Conduct of the Meeting 
 
Level 1 
 

1.1 The Headteacher/Manager bringing the case will set out the allegation(s) against the employee and 

the evidence upon which this is based. 

 

1.2 If a witness is to be used he/she will be called by the Headteacher/Manager at the appropriate time 

to give evidence. He/she may be questioned by those present and will then withdraw. 

 

1.3 The employee and their representative will have the opportunity of asking questions of the 

Headteacher/Manager.  

 

1.4 The employee and their representative will make their response and set out any evidence in support 

of his/her position. 

 

1.5 If a witness is to be used he/she will be called by the employee (or representative) at the 

appropriate time to give evidence. He/she may be questioned by those present and will then 

withdraw. 

 

1.6 The Headteacher/Manager and their Adviser will have the opportunity of asking questions of the 

employee. 

 

1.7 The employee will have the opportunity of summing up his/her case and will then withdraw while 

the Headteacher/Manager and their Adviser considers the information presented. 

 

1.8 The employee will be called back into the meeting to hear the decision which will be confirmed in 

writing within 3 clear working days of the hearing. 

 

Levels 2, 3 and 4 
The Minerva Learning Trust Executive must be informed if a potential dismissal is likely. 

 

2.1 The Headteacher/Manager bringing the case will set out the allegation(s) against the employee and 

the evidence upon which this is based. 

 

2.2 If a witness is to be used he/she will be called by the Headteacher/ Manager at the appropriate 

time to give evidence. He/she may be questioned by those present and will then withdraw. 

 

2.3  The employee and their representative will have the opportunity of asking questions of the 

Headteacher/Manager, followed by the Headteacher/Manager/Governor(s) and their Adviser, 

hearing the case 

 

2.4 The employee (or representative) will respond and set out any evidence in support of his/her 

position. 

 

2.5 If a witness is to be used he/she will be called by the employee (or representative) at the 

appropriate time to give evidence. He/she may be questioned by those present and will then 

withdraw. 
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2.6 The Headteacher/ Manager will have the opportunity of asking questions of the employee, followed 

by the Headteacher/Manager/Governor(s) and their Adviser 

 

2.7 The parties will have the opportunity of summing up following a short adjournment if required. The 

Headteacher/Manager will sum up first, followed by the employee (or representative).  The parties 

will then withdraw while the Headteacher/Manager/Governor(s) and their Adviser considers the 

information presented. 

 

2.8 The parties will be called back into the Hearing to hear the decision which will be confirmed in 

writing within 3 clear working days of the hearing. 

 

2.9 If the decision is to dismiss the employee, the employee should be informed of this decision 

together with their right of appeal.  The date of the dismissal will be the date of the original 

Hearing.  The Minerva Learning Trust Executive must also be informed. 

 

Decision Making 
 

2.10 The Headteacher/Manager/Governor(s) will deliberate in private with the HR Adviser.  Their 

decision will be based on consideration of the relevant evidence and information presented and will 

be reasonable given all the circumstances of the case.   

 

2.11 An adjournment may be necessary when the Headteacher/Manager/Governor(s) require(s) further 

information to make their decision.  

 

2.12 The Headteacher/Manager/Governor(s) may decide to confirm the Headteacher/ Manager’s 

recommendation, reduce the level of warning or not issue any formal warning. 

 

2.13 If points of uncertainty are identified during the deliberation by the 

Headteacher/Manager/Governor(s) or clarification is required from the parties, both sides will be 

recalled. 
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APPENDIX 2 

PROCEDURE FOR APPEAL AGAINST DISCIPLINARY WARNING AT 
LEVELS 1, 2 & 3 
 
The purpose of the appeal hearing will be to consider grounds upon which the employee is dissatisfied with 

the issuing of a warning under the Disciplinary Procedure. 

 

Conduct of the Meeting 
 

1.1 The employee (or representative) will outline his/her case indicating in detail the reason for the 

appeal. 

 

1.2 If a witness (or witnesses) is to be used he/she will be called by the employee's side at the 

appropriate time to give evidence. He/she may be questioned by those present and will then 

withdraw. 

 

1.3 The Headteacher/Manager will have the opportunity of asking questions of the employee followed 

by the Headteacher/Manager/Governor(s) and their Adviser hearing the appeal. 

 

1.4 The Headteacher/Manager will respond stating his/her case and presenting appropriate evidence. 

 

1.5 If a witness is to be used he/she will be called by the Headteacher/Manager at the appropriate time 

to give evidence. He/she may be questioned by those present and will then withdraw. 

 

1.6 The employee (or representative) will have the opportunity of asking questions of the 

Headteacher/Manager followed by the Headteacher/Manager/Governor(s) and their Adviser hearing 

the appeal. 

 

1.7 The parties will have the opportunity of summing up following a short adjournment if required: the 

Headteacher/Manager first, followed by the employee (or representative) and the parties will then 

withdraw while the Headteacher/Manager/Governor(s) considers the information presented. 

 

1.8 The parties will be called back into the meeting to hear the decision which will be confirmed in 

writing to the parties within 3 clear working days of the meeting. The Minerva Learning Trust 

Executive  must also be informed. 
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Decision Making 
 

1.9 The Headteacher/Manager/Governor(s) will deliberate in private with the Adviser. Their decision will 

be based on consideration of the relevant evidence and information presented and will be 

reasonable given all the circumstances of the case.  An adjournment may be necessary when 

further information is required to make their decision. 

 

1.10 There could be a range of outcomes including confirming the Headteacher/Manager’s 

recommendation, reduction in the level of warning issued or its cancellation. 

 

1.11 If points of uncertainty are identified during the Headteacher/Manager/Governor(s) deliberations or 

clarification is required from the parties, both sides will be recalled. 

 



 

    
23         Minerva Learning Trust Disciplinary Procedure for Teaching and Support Staff Ver 6 

 

APPENDIX 3 

PROCEDURE FOR APPEAL AGAINST DISMISSAL (DISCIPLINARY 
PROCEDURE) 

 
1.1 The Appeal will be a re-hearing. In addition to the evidence presented at a Level 4 Disciplinary 

Hearing, new evidence may be considered where this was not known or available at the time of the 

hearing.  

 

Both parties will provide a statement of case to be circulated 5 clear working days before the 

Appeal Hearing (See Section 7). 

 

1.2 The purpose of the appeal hearing will be for the Appeal Panel to consider whether the Dismissal 

decision was fair and reasonable in all the circumstances of the case. 

 
Conduct of the Meeting 
 

1.3 The Headteacher/Manager, who brought the case for dismissal will present the case. 

 

1.4 If a witness is to be used he/she will be called by the Headteacher/Manager to give evidence at the 

appropriate time. He/she may be questioned by those present and will then withdraw. 

 

1.5 The employee (or representative) will have the opportunity of asking questions of the 

Headteacher/Manager’s case followed by the Appeal Panel/Adviser. 

 

1.6 The employee (or representative) will respond stating his/her case. 

 

1.7 If a witness (or witnesses) is to be used he/she will be called by the employee (or representative) 

to give evidence at the appropriate time. He/she may be questioned by those present and will then 

withdraw. 

 

1.8 The Headteacher/Manager will have the opportunity of asking questions of the employee followed 

by the Appeal Panel/Adviser. 

 

1.9 Both parties will have the opportunity of summing up following a short adjournment if required: the 

Headteacher/Manager first, followed by the employee (or representative) and the parties will then 

withdraw while the Appeal Panel considers the information presented. 

 

1.10 Both parties will be called back into the meeting to hear the decision which will be confirmed in 

writing to the parties within 3 clear working days of the meeting.  If the decision is not to uphold 

the employee’s appeal, it is at this stage that external appeal rights will be confirmed and 

notification will be sent to the Executive Director, Children and Young People, to issue a dismissal 

notice within 14 days. 

 
Decision Making 
 

1.11 The Appeal Panel will deliberate in private with the HR Adviser. The Appeal Panel's decision will be 

based on the relevant evidence and information presented and will determine whether the Dismissal 

Decision is reasonable given all the circumstances of the case. 
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1.12 If the decision is to uphold the employee’s appeal against dismissal, it is at this stage that 

notification be sent to the Executive Director Children and Young People to withdraw the dismissal 

notice.  

 

1.13 An adjournment may be necessary when the Appeal Panel requires further information to make 

their decision. 

 

1.14 If points of uncertainty are identified during the Appeal Panel's deliberations or clarification is 

required from the parties, both sides will be recalled. 
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Appendix 4 
RECOMMENDED ATTENDANCE AT 

DISCIPLINARY HEARINGS / APPEALS 
 

In the event of a potential dismissal, the Minerva Learning Trust Executive must be informed and their advice sought. 

 Investigation Hearing Appeal 

Level 
1 

 

Manager 
Leadership Team 

Headteacher 

 

As per investigation 
As per investigation 
As per investigation 

Headteacher 
Headteacher 
1 Governor 

Level 
2 

 

Manager 
Leadership Team 

Headteacher 

 

Leadership Team 
Headteacher 
1 Governor 

1 Governor 
1 Governor 
1 Governor 

Level 
3 

 

Manager 
Leadership Team 

Headteacher 

 

Leadership Team 
Headteacher 

Governor Panel *1 

Governor Panel *1 
Governor Panel *1 

Governor Panel *1 

Level 
4 

 
Manager/Leadership Team 

Headteacher 

 
Headteacher 

Dismissal Panel *2 
Appeal Panel *2 
Appeal Panel *2 

 
*1   There is no requirement to have a panel of Governors unless the governors are hearing a dismissal case. However, it is recommended that, where the Headteacher 

presents a case at level 3, a panel of Governors should hear the case (and at Appeal) as this is a final written warning 
 

*2 If the minimum requirement of 3 Governors cannot be met, a panel may comprise of 2 Governors. The number of members on the Appeal Panel should not be less 

than on the dismissal panel. 
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Appendix A 

Invitation to an informal meeting to discuss areas of concern 
 
# Date 
 
# 
# 
# 
 
Dear # 
 
There are a number of areas of concern that # and I have in relation to your professional conduct at # 
School.  
 
Therefore, I wish to arrange an informal meeting with you in order to discuss these concerns and agree a 
way forward.  
 
The concerns I wish to discuss include 
 
#  
#  
#  
#  
#  
 
You may wish to seek the advice of a trade union representative or other Minerva Learning Trust employee 
in this matter 
 
 
Yours sincerely 
 
 
 
# 
Manager/Headteacher 
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Appendix B 
# Date 
 
# 
# 
# 
 
Dear # 
 

DISCIPLINARY INVESTIGATION MEETING 
 

Further to our telephone conversation of / letter of # (date), I can confirm that you are required to attend 

a disciplinary investigation meeting in line with Schools Disciplinary Procedure. # You have already been 

provided with a copy of this.   

 

The investigation is into allegations that # (details).  The meeting is to be held on # (date) at # (time), at 

the # (venue).  Please report to # reception, and ask for #. 

 

# I note that you are currently suspended from your # post at # pending the outcome of the investigation. 

 

# I must advise you that if serious allegations emerge, suspension from your post at the school may be 

considered. 

 

The meeting will be attended by myself, #, Deputy# advised by # from the school’s Human Resources 

provider. 

 

You have the right to be accompanied by a trade union representative or other Minerva Learning Trust 

employee at this meeting and I advise you to exercise this right. 

 

If you have any queries concerning the above please contact either myself on #, or #, the school’s 

appropriate Human Resources provider on # (tel). 

 

Yours sincerely 

 

 

 

#Manager / Headteacher 

 

cc Trade Union Representative 

           # Human Resources  
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Appendix C 
Letter to request witnesses to an investigation meeting 
 
# Date 
 
# 
# 
 
Dear  
 

DISCIPLINARY INVESTIGATION  
 

Allegations related to # in the school have been made against #, which are being investigated under the 

Schools Disciplinary Procedure.  You have been identified as someone who may help in providing 

information relating to this investigation.  May I reassure you that you are not the subject of this 

investigation. 

 

The investigation team is #, Headteacher, #, Deputy Head and #, the school’s Human Resources provider.  

The meeting you are requested/ required (for employees) to attend will be held # (time) of # (date) at # 

School. 

 

You have the right to be accompanied by a Trade Union Representative or other Minerva Learning Trust 

employee.  However, any details regarding the investigation, including this request to attend the meeting, 

should not be discussed with anyone else and be kept confidential. 

 

If you require any further information or have any queries related to this meeting please do not hesitate to 

contact me at school or #, the school’s Human Resources provider. 

on # (tel). 

 

Yours sincerely 

 

 

 

#Manager / Headteacher 

 

cc Trade Union Representative 

 # Human Resources  
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                                                                                                            Appendix D 
# Date 
 
# 
 
Dear # 
 

ATTENDANCE AT LEVEL 1 DISCIPLINARY HEARING 
 

I am writing to inform you that, # further to a recent investigation, you are required to attend a 

disciplinary hearing at Level 1 of # (name) School’s disciplinary procedure.  The hearing will take place on 

# (date) at # (time) to be held in # (room) at # (venue).  # I apologise for the delay in organising a 

suitable date however it has been difficult to find a date and time, which fits with your representative’s 

availability and that of the the school’s Human Resources Adviser. 

 

At the hearing you will be required to answer the following allegation#(s): 

 

#Details of allegations. 

 

At the meeting I will be advised by # the school’s Human Resources adviser. 

 

You have the right of representation by a trade union representative or other Minerva Learning Trust 

employee at the hearing and I advise you to exercise this right.  # I must advise you that if you do not 

attend the hearing a decision may be taken in your absence. 

 

If you wish to submit a response in writing, please forward this to me. 

 

I must advise you that if the management case is upheld then you may be issued with a Level 1 recorded 

verbal warning which will remain on your personnel file for 6 months. 

 

#I have sent a copy of this letter to your trade union representative. 

 

If you have any queries concerning the above please contact either myself # (Manager /Headteacher 

presenting) or #, the school’s Human Resources advising manager presenting on # (tel). 

 

Yours sincerely 

 

 

 

#Manager / Headteacher 

 

cc Trade Union Representative 

 # Human Resources  
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Appendix E 
# Date 
 
# 
 
Dear # 
 

ATTENDANCE AT LEVEL 2 DISCIPLINARY HEARING 
 

I am writing to inform you that, # further to a recent investigation, you are required to attend a 

disciplinary hearing at Level 2 of # (name) School’s disciplinary procedure.  The hearing will take place on 

# (date) at # (time) to be held in # (room) at # (venue).  # I apologise for the delay in organising a 

suitable date however it has been difficult to find a date and time, which fits with your representative’s 

availability and that of the the school’s Human Resources Adviser. 

 

At the hearing you will be required to answer the following allegation(s): 

 

#Details of allegations. 

 

The case will be heard by # (Headteacher/Governor’s name), advised by #, Minerva Learning Trust Human 

Resources.  Management’s case will be presented by # (Manager’s / Headteacher’s name and post title) 

advised by #, the school’s Human Resources provider. 

 

You have the right of representation by a trade union representative or Minerva Learning Trust employee 

at the Hearing and I advise you to exercise this right. # I must advise you that if you do not attend the 

hearing a decision may be taken in your absence. 

 

Attached is a statement of case which will be presented at the hearing I enclose (or you already have) the 

Disciplinary Procedure which includes the guidance on the conduct of the hearing.  Any written statement 

outlining your case must be submitted at least one clear working day in advance of the Hearing.  Please 

forward this to me and I will arrange for it to distributed. 

 

I must advise you that if the management case is upheld then you may be issued with a Level 2 written 

warning, which will remain on your personnel file for 12 months. 

 

I have sent a copy of this letter to your trade union representative. 

 

If you have any queries concerning the above please contact either myself # (manager/ Headteacher 

presenting) or #, the school’s Human Resources provider on # (tel). 

 

Yours sincerely 

 

#Manager / Headteacher 

 

cc Trade Union Representative 

 Human Resources 
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Appendix F 
# Date 
 
# 
 
Dear # 
 

ATTENDANCE AT LEVEL 3 DISCIPLINARY HEARING 
 

I am writing to inform you that, # further to a recent investigation, you are required to attend a 

disciplinary hearing at Level 3 of # (name) School’s disciplinary procedure.  The hearing will take place on 

# (date) at # (time) to be held in # (room) at # (venue). .  # I apologise for the delay in organising a 

suitable date however it has been difficult to find a date and time, which fits with your representative’s 

availability and that of Governors and the school’s Human Resources advisers. 

 

At the hearing you will be required to answer the following allegation(s): 

 

#Details of allegations. 

 

The case will be heard by # (Headteacher/Governor panel names), advised by #, Minerva Learning Trust 

Human Resources.  Management’s case will be presented by # (Manager’s / Headteacher’s name and post 

title) advised by #, the school’s Human Resources provider. 

 

You have the right of representation by a trade union representative or other Minerva Learning Trust 

employee at the hearing and I strongly advise you to exercise this right.  # I must advise you that if you 

do not attend the hearing a decision may be taken in your absence. 

 

Attached is a statement of case which will be presented at the hearing I enclose (or you already have) the 

Disciplinary Procedure which includes the guidance on the conduct of the hearing.  Any written statement 

outlining your case must be submitted at least one working day in advance of the Hearing.  Please forward 

this to me and I will arrange for it to be distributed. 

 

I must advise you that if the management case is upheld then you may be issued with a Level 3 final 

written warning which will remain on your personnel file for 18 months. 

 

I have sent a copy of this letter to your trade union representative. 

 

If you have any queries concerning the above please contact either myself # (Manager /Headteacher 

presenting) or #, the school’s Human Resources provider.on # (tel). 

 

Yours sincerely 

 

#Manager / Headteacher 

 

cc Trade Union Representative 

 # Human Resources 
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Appendix G 
# Date 
 
# 
Dear # 
 

ATTENDANCE AT LEVEL 4 DISMISSAL HEARING  
 

I write to confirm that you are required to attend a disciplinary hearing to consider dismissal in accordance 

with # School’s Disciplinary Procedure.  The hearing will take place on # at (time) to be held in # (room) 

at # School.   

 

# I apologise for the delay in organising a suitable date however it has been difficult to find a date and 

time, which fits with your representative’s availability and that of Governors and the school’s Human 

Resources Advisers. 

 

At the hearing you will be required to answer the following allegations: 

 

# Details of allegations. 

 

The case will be heard by # Headteacher/# Dismissal Panel (names), advised by #, the Minerva Learning 

Trust Executive. The Management’s case will be presented by # and advised by #, the school’s Human 

Resources provider. 

 

You have the right of representation by a trade union representative or other Minerva Learning Trust 

employee at the Hearing and I strongly advise you to exercise this right. # (I must advise you that if you 

do not attend the Hearing a decision may be taken by the panel in your absence. 

 

Please find enclosed a copy of the management statement of case which will be presented at the Hearing.  

I enclose (or you already have) the Disciplinary Procedure which includes the guidance on the conduct of 

the Hearing.  Any written statement outlining your case must be submitted at least five clear working days 

in advance of the Hearing.  Please forward this to me prior to the Hearing and I will arrange for it to be 

distributed. 

 

I must advise you that should the management case be found to be upheld then you may be dismissed 

#with/without notice from the employment of # School, subject to your right of appeal. 

 

I have sent a copy of this letter to your Trade Union Representative. 

#If you inform me of the name of your representative I will arrange for a copy of this letter to be sent to 

them. 

 

If you have any queries concerning the above please contact either myself or #, the school’s  Human 

Resources provider on # (tel). 

 

Yours sincerely 

 

# Headteacher 

 

cc Trade Union Representative 

 # Human Resources 
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Appendix H 
# Date 
# 
 
Dear # 
 

NOTICE OF APPEAL HEARING 
 
I am writing further to your letter of # regarding your appeal against the decision to issue you  
 

# with a written warning under Level # of the disciplinary procedure for # School 

# with a dismissal notice under the disciplinary procedure for # School.   

 

# I apologise for the delay in organising a suitable date however it has been difficult to find a date and 

time, which fits with your representative’s availability and that of Governors and the school’s  Human 

Resources Advisers. 

 

The appeal hearing has been arranged for # at # at # School. 

 

# You have the right of representation by a Trade Union Representative or other Minerva Learning Trust 

employee at the hearing and I advise you to exercise this right. # (I must advise you that if you do not 

attend the Hearing a decision may be taken by the panel in your absence. 

 

# Headteacher/Governor/Panel of Governors (names) advised by #, Minerva Learning Trust Human 

Resources will hear the Appeal.  The management case will be presented by the #Headteacher/Manager, 

advised by #, the school’s  Human Resources provider. 

 

Please find attached the papers for the Appeal Hearing (if applicable), which have been sent to the 

Headteacher/Governor/panel of Governors considering the Appeal.   

 

# As this is an appeal against level 1/2/3 the hearing will commence with your presentation followed by that of 

the Headteacher. OR 

 

# As this is an appeal against dismissal, this will be a rehearing. The original management statement of case, 

and any written statement submitted by you at the Hearing will be used at the appeal hearing. No new evidence 

will be submitted (specify if this is different and the reasons for it). 

 

If you have any queries concerning this matter please do not hesitate to contact #, the school’s  Human 

Resources provider on # (tel). 

 

Yours sincerely 

 

 

# Governor Name 

Chair of Governing Body 

 

cc Headteacher  

 Trade Union Representative 

 Governor(s) hearing Appeal 

 # Human Resources 
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Appendix I 
Notification of Suspension Meeting 
 
# Date 
 
# 
 
Dear # 
 

I am writing to inform you that allegations have been made that you have been #, at #.  I therefore 

require you to meet with me to enable you to have an opportunity to make an initial response to these 

allegations. 

 

You are required to attend a meeting in line with the School’s Disciplinary Procedure, a copy of which is 

enclosed.  The meeting is to be held on # (date) at # (time) at # (venue). 

 

You should be aware that the outcome of these discussions could result in your suspension from your post 

as # at # School pending a full investigation. 

 

The meeting will be attended by myself, advised by # from the school’s  Human Resources provider. 

 

You have the right of representation by a Trade Union Representative or other Minerva Learning Trust 

employee at this and any subsequent meeting and I advise you to exercise this right. 

 

# In recognition of the impact of this letter and your need to prepare for the meeting, you are not required 

to attend work today and appropriate cover arrangements have been put in place. 

 

If you have any queries concerning the above please contact me on # or #, the school’s  Human 

Resources provider Resources on # (tel). 

 

 

Yours sincerely 

 

 

 

Headteacher/Manager 

 

cc Trade Union Representative 

 # Human Resources 
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Appendix J 
# Date 
 
# 
 
Dear # 
 

Suspension From Duty 
 
I write to confirm the outcome of the meeting on # at #.  Those present at the meeting were myself, 
advised by #, Minerva Learning Trust Human Resources and yourself, together with your trade union 
representative / other person employed by the Minerva Learning Trust. 
 
At this meeting you were suspended on full pay for 10 working days i.e. until # from your post of #.  The 
suspension is in accordance with the provisions of the School’s Disciplinary Procedure. 
 
The reason for the suspension is to enable an investigation to take place into #allegations of potential 
gross misconduct. The allegations under investigation are: 
 
  
 
You were advised that disciplinary action may result from the investigation which could lead to your 
dismissal and you were a given a copy of the # school’s disciplinary procedure for teaching and support 
staff.  
 
# I enclose a copy of the school’s disciplinary procedure. 
 
During your suspension you should not enter # school premises unless specifically requested to do so nor 
should you make contact with colleagues without prior permission from myself. 
 
I confirm that this suspension is not in itself a disciplinary measure, but is a measure to enable a fuller 
investigation to be conducted into the allegations.  You will continue to receive full pay for the duration of 
the suspension, which will be kept to the minimum time possible.  If it is necessary for the suspension to 
exceed 10 working days both you and your representative will be informed accordingly. 
 
You may be required to attend meetings as part of the investigation while you are suspended. You have 
the right to be accompanied by either a Trade Union representative or other person employed by the 
Minerva Learning Trust at these meetings. 
 

You may wish to draw on the services of the Occupational Health Nurse from Select who can be contacted 

via the School Business Manager. 

 
# Return any possessions belonging to school. 
 
# Arrange for school to return anything belonging to you. 
 
I am sending a copy of this letter to your trade union representative/ colleague. 
 

If you have any queries regarding this matter please do not hesitate to contact either myself or #, the 

school’s  Human Resources provider on # (tel) 

 

Yours sincerely 
 
 
# Manager / Headteacher 
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cc Trade Union Representative 

        # Human Resources. 
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Appendix K 

# Date 
 
# 
 
Dear # 
 

Extension To Suspension 
 
I am writing further to my letter of # (date of suspension letter) to inform you that I am extending the 
period of your suspension on full pay. 
 
The reason for this extension is # (details e.g. to allow for completion of the investigation into allegations 
of gross misconduct/availability of witnesses).  Your Trade Union Representative # (name) has been 
informed that the suspension has been extended until # (date).  
 
I would remind you that you should not enter # school premises unless specifically requested to do so nor 
should you make contact with colleagues without prior permission from myself. 
 
I am sending a copy of this letter to your Trade Union Representative. 
 
If you have any queries concerning the above please so not hesitate to contact either myself on # (tel no) 
or #, the school’s  Human Resources provider on # (tel 
 
Yours sincerely 
 
 
 
# Manager / Headteacher 
 
cc Trade Union Representative 
 #  Minerva Learning Trust Human Resources 
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1) Preamble: 

The Minerva Learning Trust (MLT) asks all partner schools to adopt and use this policy unless a partner 
school and the Minerva Learning Trust have discussed and agreed alternative procedures that they both 
agree would better suit the partner school’s particular circumstances. 
 
Any reference in this policy to the Governing Body or the school relates to the independent governing 
bodies and schools of all Minerva Learning Trust partners. Partner schools and their respective Governing 
Bodies have full delegated powers from the Trust and have responsibility for the operational 
implementation of the policies and their associated procedures. They are encouraged to seek advice and 
support from Minerva Learning Trust on matters of policy and procedure in circumstances where decisions 
may potentially impact on the Trust as a whole, e.g. dismissing staff or making staff redundant. In such 
circumstances, at least one member of the relevant panel should be a member of the Trust. 
 

The Minerva Learning Trust (MLT) asks all partner schools to adopt and use this policy unless a partner 

school and the Minerva Learning Trust have discussed and agreed alternative procedures that they both 

agree would better suit the partner school’s particular circumstances. 

  

Any reference in this policy to the Governing Body or the school relates to the independent governing 

bodies and schools of all Minerva Learning Trust partners. Partner schools and their respective Governing 

Bodies have full delegated powers from the Trust and have responsibility for the operational 

implementation of the policies and their associated procedures. They are encouraged to seek advice and 

support from Minerva Learning Trust on matters of policy and procedure in circumstances where decisions 

may potentially impact on the Trust as a whole, e.g. dismissing staff or making staff redundant. In such 

circumstances, at least one member of the relevant panel should be a member of the Trust. 

Grievances are complaints, concerns, or problems raised by staff relating to their employment. Formal 

grievances must be made in writing. The procedures outlined below can be used when: 

A staff member has a grievance with a colleague  
A staff member has a grievance with their manager or another member of the leadership team, 

including the Headteacher or governors 
An employee has a grievance with the Trust. 

Grievances include: 

 Terms and conditions of employment  

 Health and safety  

 Work relations  

 Bullying and harassment  

 New working practices  

 Working environment  

 Organisational change  
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1.1 The procedure applies to all teaching and support staff who are employed at the school. It is not 

intended that it should be applied to collective disputes from more than one employee, for which 

there is a separate procedure. 

 

1.2 The procedure set out below is designed to deal with individual grievances where an employee has 

significant and specific concerns about their employment or treatment at work.  It is not anticipated 

that it should be necessary to use the procedure for day-to-day issues of relationships or working 

arrangements, which can be dealt with through normal supervisory channels. 

 

1.3 The procedure complies with the Acas Code of Practice on Disciplinary and Grievance Procedures 

2009. 

 

1.4 This procedure will not apply to those issues of pay or conditions of service, which are the subject 

of National, Regional or Local Collective Agreement unless the grievance concerns an alleged failure 

by the school to observe the agreements.( May be sensible to include a couple of sentences about 

historic grievance matters ie to prevent staff continually wanting to raise the same issues that have 

been dealt with previously under this procedure or via another procedure). It will also not apply in 

cases where a grievance has been through this or another procedure previously. 

           including an appeals process.  

1.5 The procedure will also apply to individual grievances concerning those issues of pay and conditions 

of employment within the delegated powers of the Governing Body that are not already covered by 

the school’s own appeals procedures for pay matters. This procedure must not be used in addition 

to the school’s appeals procedures for dealing with pay matters. 

 
1.6 Where an individual grievance concerns an issue outside the control of the Governing Body but 

involves the individual and the MLT, then the school’s grievance policy will be used to resolve the 

issue. The Trust would manage any grievance which results from a decision it has made. 

 
1.7 This procedure is not to be used in cases where the grievance has arisen out of other formal 

procedures (e.g. Discipline, Capability, Collective Dispute, Redundancy Dismissal, Dignity at Work) 

where there is scope for the concern to be raised within that procedure or its appeal arrangements.  

Concerns about how those procedures  

have been followed should be raised at the appropriate meetings and hearings within those 

procedures. 

2 Introduction 

 

2.1 In all circumstances a grievance will be raised at the lowest appropriate level and employees will 

put the detail of their grievance in writing. 

 

2.2 Where a grievance is lodged, there may be justifiable service reasons for not continuing the 

previous practice, agreement or arrangement. In this case the Headteacher or line manager after 
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consulting with their Governing Body and Human Resources consultant, will confirm such reasons in 

writing to the employee prior to proceeding, and these will be submitted in the grievance hearing. 

 

2.3 Where it is practicable to continue the existing practice, agreement or arrangement, pending the 

outcome of the grievance, this will be subject to a maximum period of 1 month, unless extended by 

agreement of the parties, to allow the procedure to be exhausted. 

 

2.4 An employee has the right to be accompanied by his/her Trade Union representative or other 

chosen representative employed by the Minerva Learning Trust at each meeting/hearing under the 

procedure.  This includes the respondent to the grievance where specific allegations about his/her 

conduct have been made. 

 

2.5 This procedure sets time limits on each stage.  If a grievance is not satisfactorily progressed within 

the time limits specified either side may refer the issue to the next level. 

 

2.6 Hearings may be adjourned with the agreement of both sides following representations to the panel 

considering the grievance. 

 

2.7 A working day shall be taken to mean those days during the school’s year, with the exclusion of 

public holidays, when employees would normally attend for duty. However, in some circumstances 

where it is in all parties’ interests to resolve the grievance quickly, it may be agreed that meetings 

take place on week days during school closure periods. 

 

2.8 Either side can invite witnesses to support the case.  Witness statements should be exchanged prior 

to the grievance hearing as part of the documentation for the case.  It is the responsibility of each 

side to invite their witnesses to the hearing and inform the Manager/Governor hearing the case of 

their attendance. 

 

2.9 At any stage in the procedure Governing Bodies, Managers including Headteachers may seek advice 

from their Human Resources adviser. Similarly, the individual raising the grievance may seek advice 

from their Trade Union representative and/or their school’s Human Resources adviser. 

 

3 The Procedure 

3.1 The Informal Stage 

 

The wellbeing of school staff is very important and we strive for an environment in which 
employees are confident that any grievances can be resolved quickly and informally through open 
communication with their line manager or Headteacher. Staff are expected to raise their issue with 
the relevant manager to seek an informal resolution. If they are unable to speak to their manager 
(e.g. because the complaint concerns their manager), they should speak informally to a more senior 
manager, which could be the Headteacher. Staff are entitled at this informal stage to request that 
the meeting be held with a more formal structure. At such a meeting the member of staff is entitled 
to representation in accordance with section 2.4, and the manager is entitled to have an adviser 
from Human Resources present to support and advise them. However, prior to this it is considered 



 

    
42         Minerva Learning Trust Disciplinary Procedure for Teaching and Support Staff Ver 6 

 

a professional courtesy for the member of staff with the grievance to at least alert their respective 
manager to their issue and m 
 
When an employee has a grievance he/she must put this is in writing. A model pro-forma, which 
employees may wish to use, is attached to the procedure at Appendix E. 
 
Employees may refer their grievance to employment tribunal after 28 days of lodging it with their 
employer therefore action should be taken to try to resolve the matter as swiftly as possible. 
 
Firstly, an attempt should be made to resolve the grievance by discussing the matter informally with 
the member of staff concerned through discussion with their line manager, which may or may not 
be the Headteacher.  
A record of the key areas discussed and agreed outcomes should be made at the meeting.  A copy 
of the notes should be given to the employee and a copy retained on their personal file.  It is the 
responsibility of the Manager to ensure this takes place. 
 
Where the grievance is raised by or against the Headteacher the informal discussion should take 
place with the Chair of Governors or their nominee. 
 
Where the grievance is against the Chair of Governors another Governor on the Governing Body will 
be identified to manage the situation. 

 

3.2 Stage One – Grievance Hearing 

 
If an employee’s grievance cannot be resolved informally at the line manager level then the 
employee may formally ask for a formal hearing to be arranged.  This request must be in writing. 
 
A manager or Governor will chair the hearing and will be someone who has not been involved in the 
grievance previously.  This may or may not be the Headteacher or the Chair of Governors 
depending on their involvement at an informal stage. 
 
The hearing should be arranged within 10 days however further time may be required depending 
on the complexity of the case.  Where it is not possible to arrange within 10 days the individual 
should be advised of the delay. 
 
The school will send a written invite to the hearing (see appendix F, model letter) to all parties, 

which provides information about: 

 The level of procedure at which hearing to take place 

 Purpose of the hearing 

 Brief outline of grievance 

 Date/time/venue of hearing 

 Parties to be present at hearing  

 

Short written statements (ideally two sides of A4), with relevant appendices attached including any 
witness statements, must be prepared by both parties to the grievance and must be submitted to 
the Manager/Governor hearing the case at least five clear working days prior to the hearing for 
exchange between the parties.  All relevant previous formal correspondence or notes from meetings 
must be made available to the hearing including any documentation from the informal stages. 
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A Human Resources Adviser will be invited to the hearing for the purpose of giving advice to the 
Headteacher/Manager/Governor hearing the case.  The Adviser may ask questions of either side 
during presentation of the case and will assist the Headteacher/Manager/Governor hearing the case 
in the preparation of the letter confirming the outcome of the hearing. 
 
The decision reached at the grievance hearing shall be confirmed in writing by the 

Headteacher/Manager/Governor hearing the case to the employee within three working days of the 

hearing.   

If the matter is not resolved at the hearing the employee may appeal against the decision to the 

Headteacher or Governors depending on who chaired the original grievance hearing.  The employee 

will be informed in the letter confirming the outcome of the grievance hearing who their appeal 

should be directed to.  The employee must appeal within 5 working days of receipt of the letter 

confirming the outcome of the grievance hearing.   

3.3 Stage Two – Appeal Level 

 
Where the Headteacher has not been involved previously in the grievance they will arrange to hear 
the appeal against the grievance hearing. Where the Headteacher has been involved a panel of 
three Governors will be convened to hear the case within 10 working days of receipt of the appeal. 
However further time may be required depending on the complexity of the case.  Where it is not 
possible to arrange within 10 days the individual should be advised of the delay. 
 
There may be circumstances where it is not possible for three Governors to hear the case 
particularly in small schools and it may be necessary for one or two Governors to hear the case.  
The employee will be notified where this is the case and provided with the reasons for it.  The 
appeal panel will not be constituted with fewer members than the original grievance panel. 
 
Short written statements (two sides of A4), with relevant appendices attached including any witness 
statements, must be prepared by both parties to the grievance and must be submitted to the 
Headteacher/Manager/Governors hearing the case at least five working days prior to the hearing for 
exchange between the parties.  All relevant previous formal correspondence must be made 
available to the hearing including the letter confirming the outcome of the original grievance 
hearing. 
 
All parties to the grievance will be informed of the decision reached at the appeal hearing in writing 
within three working days.  

 
A Human Resources Adviser will be invited to the hearing for the purpose of giving advice to the 
Headteacher/Manager/Governors hearing the case. The Adviser may ask questions of either side 
during presentation of the case and will assist the Headteacher/Manager/Governors hearing the 
case in the preparation of the letter confirming the outcome of the hearing. 

 
There will be no further right of appeal within the school  Employees have the right to complain to 
an Employment Tribunal after 28 days of lodging their original grievance in writing with the 
employer. 

 
4 Conciliation 
 

This procedure does not formally provide for a conciliation stage.  However where both parties 
consider the grievance could usefully be progressed using a conciliation approach, assistance should 
be sought from Human Resources in pursuing this. 
 
 
 

5 Ex-Employees 
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Wherever possible a grievance should be dealt with before an employee leaves employment. 
However, if an ex-employee has a grievance they should raise this in writing as soon as possible 
after leaving employment and a written response should be provided, ideally within 28 days.  Ex-
employees should lodge their grievance within 6 months of leaving their employment. 
  
 
 
 

6  Appendices A-F below: 

 
 
 
 
 

 
     APPENDIX A  

 
THE MINERVA LEARNING TRUST/HGCSC 

GRIEVANCE PROCEDURE 
 

______________________________________________________ School 
 
Conduct at a Grievance/Appeal Hearing 
 

1 The Headteacher/Manager/Governor chairing the panel will welcome and introduce the parties and 

confirm the basis of the grievance and that the hearing is a formal stage of the procedure. 

 
2 The employee or their representative(s) shall put the case to the Manager/Governor/Governor Panel 

hearing the case in the presence of the management representative(s) and their HR Adviser.  The 

employee or their representative(s) may call witnesses. 

 
3 The management representative(s) and their HR Adviser will be given the opportunity to ask 

questions of the employee or their representative(s) on the evidence given and any witnesses 

called. 

 
4 The Manager/Governor/Governor Panel hearing the case and their HR Adviser may ask questions of 

the employee or their representative(s) on the evidence given and of any witnesses. 

 
5 The management representative(s) shall put his/her case to the Manager/ Governor/ Governor 

Panel hearing the case in the presence of the employee and their representative(s) and may call 

witnesses. 

 
6 The employee or their representative(s) will have the opportunity to ask questions of the 

management representative(s) and their HR Adviser on the evidence given and any witnesses 

called. 

 
7 The Manager/Governor/Governor Panel and their HR Adviser may ask questions of the management 

representative(s) and their HR Adviser on the evidence given and of any witnesses. 
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8 The management representative(s) and then the employee or their representative(s) have the 

opportunity to sum up their case if they so wish.  This is a summary of the key points from the 

evidence presented during the course of the hearing and is not a complete re-run of the statement 

of case. 

 
9 The employee and their representative and the management representative and their HR Adviser 

will withdraw. 

 
10 The Manager/Governor/Governor Panel with advice from their Human Resources adviser will 

consider the facts presented. Should further information be required or clarification from either side, 

both sides will be recalled. 

 
11 The Manager/Governor/Chair of the Panel will announce the decision to the parties personally at 

the conclusion of the hearing unless an adjournment is decided.   

 
12 The decisions will be confirmed in writing within the specified time period. 

 
Use of Witnesses 
 
Witnesses can be called by either side.  It is the responsibility of each side to identify and invite their 
relevant witnesses and ensure that the Manager/Governor hearing the case is notified of their 
attendance in advance.  Witness statements should be shared as part of the documentation for the 
hearing, 5 working days in advance. 
 
Witnesses will only be invited into the hearing at the appropriate point of either side’s presentation of 
case. 
 
The witness will be questioned immediately after giving evidence by the other party and then by the 
Chair/Panel.  On completion of questioning the witness will be asked to leave the hearing. 
 
Role of the Human Resources Representative at the Hearing advising the Manager or 
Governor’s Panel hearing the grievance or appeal. 
 
Their role is to advise on the conduct of the hearing and on the interpretation of conditions of service, 
good management practice, precedents and legislation. The adviser will not have had any previous 
involvement in this particular grievance.  The adviser may ask questions of either side during the 
course of the hearing to assist in their role in advising the panel. The decision of the hearing rests 
solely with the Manager/Governor or Governor Panel hearing the grievance. 
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APPENDIX B 
 

Notes of Guidance for Managers on Presenting the Case at an Individual Grievance 
 
1 It is important that all parties involved have a clear understanding of the subject matter and 

content of the grievance. In order to achieve this the policy requires employees to put their 

grievance in writing. A model form for employees to use is attached at Appendix E however 

employees are not required to use this form if they choose not to.  Once the employee has put their 

grievance in writing  it is important that every effort is made to resolve the case within the 

timescales contained in this procedure .  

 
2 It is essential that you collect as many facts as possible, which are relevant to the case. 

 
3 Try to identify and clarify all the issues relating to the grievance.  In particular you should check on 

rules, rights or agreements which may be relevant to the grievance, and the personal circumstances 

of an individual which may affect the issue e.g. health, work record, career development. 

 
4 Prepare for the hearing. 

 
Think about the main arguments and questions the employee or their representative may raise and 
how you will respond to these. 

 
Think about how to present your case.  Try to present it logically sticking to the main issues. 

 
The Role of Human Resources Adviser, advising a manager presenting the case 

 
The role of the Human Resources Adviser is to give the manager advice on the application of the 
procedure and preparation of a statement of case.  The Adviser will attend the hearing and may ask 
questions during the course of the hearing to assist in providing advice to the manager in the 
presentation of their case. 

 
Conciliation 

 
Whilst the procedure does not formally provide for a conciliation stage there may be circumstances 
where it may help in progressing the grievance.  In these circumstances advice and assistance 
should be sought from your Human Resources Adviser. 
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APPENDIX C 
 

Notes of Guidance for the Employee on Raising an Individual Grievance 
 

1 If you have a grievance with your manager you must put this in writing and then try to resolve the 

matter on an informal basis in the first instance. A model pro-forma for putting your grievance in 

writing is shown at Appendix E however you do not have to use this if you do not wish to.  You are 

advised to contact your Trade Union representative before completing this form or putting your 

grievance in writing.   

 
2 If it is impossible to solve the grievance on an informal basis then you may ask for your grievance 

to be referred to a grievance hearing at Stage One of the formal procedure.  This request must be 

made in writing. 

 
3 It is important that you have a clear idea of the basis of your grievance and the redress that you 

are seeking. 

 
4 Make sure that all the facts you have collected are accurate and where appropriate have witnesses 

to call upon. 

 
5 A copy of the grievance procedure and notes of guidance on the conduct of the hearing will be 

made available to you in school.  If you have any questions about the procedure please contact 

your  trade union or the school’s Human Resources Adviser. 

 
6 When you raise a formal grievance, a formal hearing will be arranged at which you or your 

representative will present your grievance. The manager against whom you have raised the 

grievance will have a right to respond to your grievance. 

 
Conciliation 
 
Whilst the procedure does not formally provide for a conciliation stage there may be circumstances 
where it may help in progressing the grievance.  In these circumstances advice and assistance 
should be sought from your Trade Union representative. 
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APPENDIX D 
 
Flow Chart for Managing the Grievance Procedure 
 

 

 
 

 

  

  

 

 

                                                                No 

 

    
      
 

  

 

  

 

 

 

 

 

 

 

   

                                                                                                                                       

 

                                                                                                                                  

                                                                                                                               

  

 

                              

Employee raises a grievance in writing with their line manager (which may or may not be the 
Headteacher) 

Informal Stage 
Discuss reasons for grievance at an informal meeting, identifying all issues relating to 
grievance. Try and reach a mutually acceptable outcome to resolve the grievance. Set 
review period, & further meeting, if necessary, to ensure that resolved. Confirm agreed 
outcome in writing. 

If unable to resolve informally employee can request in writing escalation 
to  

STAGE ONE – Grievance Hearing 

Manager/Governor shall 9.2  

a) Arrange & conduct a formal hearing within 10 working days at a reasonable time and 

place 

 

b) Send a written invite to hearing detailing level & purpose of hearing (see appendix F) 
c) Written statements and supporting documentation for the hearing to be submitted by both 

sides 5 working days prior to the hearing 

 

.  
 

If employee dissatisfied with outcome, refer to Headteacher/Chair of Governors 
 

STAGE TWO – Appeal Hearing 

 

Headteacher/Governors shall arrange a hearing within 10 working days of 
receipt of employee appeal   

 

  

 

Continue to 
Monitor, if 
necessary 

End of 

Problem 

NO 

 

9.1 YES 
REVIEW MEETING: Has grievance been resolved? 

DECISION:  

1. Notify decision in writing within 3 working days of the hearing 

Include details of arrangements for appeal if employee not satisfied with outcome. This must be 

done within 5 working days from receipt of decision letter 

DECISION:  

Notify decision in writing within 3 working days of the appeal 
Confirm that this is the final stage of the school’s grievance procedure.   

 
 

Has grievance been resolved?                                                                                                                 YES 
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9.3  

 

 

  APPENDIX E 

 
Model Form For Employees Raising An Individual Grievance  
 
 
 
        Date 
 
Dear  
 
I am writing to inform you that I wish to raise a grievance in accordance with the school’s grievance 
procedure.. The grievance is relating to (insert name) and the action they have taken about 
(insert event/action). 
 
This action is with regard to the following circumstances: 
 

 ………………………………………………………… 

 
………………………………………………………… 
 

 ………………………………………………………… 

 
………………………………………………………… 

 

 ………………………………………………………… 

 
………………………………………………………… 
 

In seeking a resolution to my grievance I would like consideration of the following: 
 

 ………………………………………………………… 

 
………………………………………………………… 
 

 ………………………………………………………… 

 
………………………………………………………… 

 
I would appreciate if you could respond to me regarding this matter as soon as possible. 
 
Yours sincerely 
 
Signed …………………………….. 
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                                                          APPENDIX F 
 
Model Letter, Invitation to Hearing 
 

Dear  

 

Further to your letter dated (insert date) raising a grievance under (insert name of school) grievance 

procedure  I am writing to confirm that you are invited to attend a formal Stage (insert appropriate level) 

hearing. I am enclosing a copy of the Procedure for your information.  

 

This hearing will be held on (date) at (time) in (venue). 

 

You are entitled to be represented at the meeting by either your trade union representative or colleague.  

At the meeting the following people will be present:  (list names). 

 

The main areas of concern that you have raised, which will be discussed are: 

 

1. ??? 

2. ??? (Insert concerns.  Of course there may be more than 3) 

3. ??? 

 

You will be informed in writing of the outcome of your grievance within three working days after the 

hearing. 

 

If you wish to pursue the matter further following this hearing, you must write to (insert name of next level 

manager/Governor) setting out your intention to appeal within five working days of receipt of the outcome 

letter. Delete this paragraph when inviting to a formal stage appeal hearing. 

 

If you or your trade union/employee representative is unable to attend this meeting, please inform me 

immediately and I will attempt to rearrange the meeting within 10 working days.  If you have any queries 

please do not hesitate to contact me. 

 

Yours sincerely 
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Approved by 

 

Governor: …………………………………………………………….……… Date: ............…... 

Signature: ………………………………………………………………………………………….…. 

 
 
. 

 

 

 

 
 

 

 

 


