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9.2 All information gathered during the investigation, except where a witness’s identity is
to be kept conft rmatiin he r





(b) Transfer to another department or job;

(c) Loss of seniority; or

(d) Reduction in pay.

13. The effect of a warning
13.1 Written warnings will set out the nature of the misconduct, the change in behaviour

required, the period for which the warning will remain active, and the likely
consequences of further misconduct in that active period.

13.2 A first written warning will usually remain active for 12 months and a final written
warning will usually remain active for 24 months. In exceptional cases verging on
gross misconduct or specific misconduct which may warrant indefinite warnings such
as dangerous breaches of health and safety and/ or safeguarding, a final written
warning may state that it will remain active indefinitely.

13.3 After the active period, the warning will remain permanently on the employee’s
personnel file but will not be disclosed on employment references, unless it concerns
Safeguarding or Health and Safety.

14. Appeals against disciplinary outcomes
14.1 The employee has the right to appeal against a discehai scec chat
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Appendix 1
1. Definitions
1.1 Misconduct: The following are examples of matters that will normally be regarded as

misconduct and will be dealt with under the Disciplinary Procedure:

a) Minor breaches of the Trust or School policies including the Sickness Absence
Policy, Electronic Information and Communications Systems Policy, and Health
and Safety Policy, Safeguarding policy;

b) Minor breaches of an employee’s contract of employment;

c) Damage to, or unauthorised use or misuse of, Trust property, to also include
system assets and information assets;

d) Poor timekeeping or time wasting;

e) Unauthorised absence from work;

f) Refusal to follow instructions;

g) Excessive use of Trust resources such as telephones, email or internet for
personal reasons;

h) Inappropriate or other offensive behaviour, including using obscene language,
victimisation or harassment of other members of staff;

i) Rudeness towards parents, members of public and fellow employees;

j) Negligence in the performance of duties;

k) Unacceptable personal appearance;

l) Poor attendance;

m) A minor breach of the Trust’s Code of Conduct

n) Failure to follow reasonable management instructions

o) A minor failure to maintain appropriate boundaries with staff, students, parents
or carers

This list is intended as a guide and is not exhaustive.

1.2 Gross misconduct: Gross misconduct is a serious breach of contract and includes
misconduct which, in the opinion of the Trust, is likely to prejudice its business or
reputation or irreparably damage the working relationship and trust between the Trust
and the employee. Gross misconduct will be dealt with under the Disciplinary
Procedure and may lead to dismissal without notice or pay in lieu of notice (summary
dismissal).

1.2.1 The following are examples of matters that are normally regarded as gross
misconduct:

a) Theft, or unauthorised removal of property or the property of a colleague,
contractor, student or member of the public. System assets and information
assets) are also considered TPLT property for the purposes of this definition;

b) Fraud, forgery or other dishonesty, including fabrication of expense claims and
time sheets, student’s work, examinations or assessments;

c) Actual or threatened violence, or behaviour which provokes violence;

d) Deliberate
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z) Victimising a colleague who has raised concerns, made a complaint or given
evidence information under the Whistleblowing policy, Anti-harassment and
Bullying policy, Grievance Procedure, Disciplinary Procedure or otherwise;

aa) Serious misuse of our information technology systems (including misuse of
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