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Receipt of an allegation 
 
8.5 Governing bodies (including governors involved in disciplinary and dismissal 

procedures relating to allegations of abuse) should familiarise themselves with 
the full content of Welsh Government Guidance Circular 009/2014 
Safeguarding children in education: handling allegations of abuse against 
teachers and other staff at https://gov.wales/handling-allegations-abuse-
against-teachers-and-staff. 
 

8.6 In summary, all allegations of child abuse against teachers and members of 
staff must be reported immediately to the headteacher, or chair of governors if 
the allegation is about the headteacher. The headteacher or chair must 
immediately discuss the allegation with the local authority designated lead 
officer for safeguarding in education who is responsible for overseeing such 
allegations, liaising with the statutory authorities and providing advice to the 
school governing body. The school should be aware who their local authority 
designated officer is. If in any doubt they should seek confirmation from the 
local authority. The headteacher must inform the chair of governors of all such 
allegations that come to their attention. 

 
8.7 The purpose of the initial discussion is to consider the nature, content and 

context of the allegation and agree a course of action, but not to investigate. 
It will establish that an allegation has been made, what is alleged to have 
occurred, when and where the episode(s) is/are alleged to have occurred, who 
was involved and any other persons present. 

 
8.8 The initial sharing of information and evaluation between the headteacher or 

chair and local authority designated lead officer for safeguarding in education 
may lead to a decision that the allegation is demonstrably false or unfounded 
and no further action is to be taken. In such cases, the decision and justification 
for it should be recorded by the headteacher or chair and the local authority 
designated lead officer for safeguarding in education, and agreement reached 
on what information should be put in writing to the member of staff. 

 
8.9 Where the allegation is not demonstrably false or unfounded and a referral is 

made to the statutory authorities, the governing body should take no action 
other than to review and confirm the membership of the staff disciplinary and 
dismissal committee and appeals committee. However, a decision to suspend a 
member of staff or reassign them to other duties where necessary may be 
made at any stage of the process – see section 10. 

 
8.10 Once the statutory authorities have completed their consideration of the 

allegation, the matter is referred back to the governing body to complete the 
staff disciplinary process. The local authority designated lead officer for 
safeguarding in education should consult with the chair and the headteacher, 
unless the headteacher is the subject of the allegation, and discuss the next 
steps. 
 

 
 

https://gov.wales/handling-allegations-abuse-against-teachers-and-staff
https://gov.wales/handling-allegations-abuse-against-teachers-and-staff
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Appointment of an independent investigator 
 
8.11 In accordance with the 2006 Staffing Regulations1, where the allegation is that 

a teacher or member of staff employed under a contract of employment at the 
school has harmed a pupil registered at the school, the governing body is 
required to appoint an independent investigator to investigate the allegation 
prior to any disciplinary and dismissal proceedings. Harm is defined in the 
regulations as physical, sexual or emotional abuse. 

 
8.12 However, the governing body must not decide to appoint an independent 

investigator until: 
 

 the headteacher (or chair of governors) on receipt of the allegation has 
consulted with the local authority designated lead officer for safeguarding 
in education 

 the local authority designated lead officer for safeguarding in education 
has notified the governing body that they have discussed the allegation 
with the statutory authorities as appropriate 

 the statutory authorities have notified the governing body that they have 
concluded their investigation (if any), and that any criminal proceedings 
arising from any such investigation by the statutory authorities and which 
concern the allegation have been discontinued or have otherwise 
concluded 

 the governing body has consulted with the local authority designated lead 
officer for safeguarding in education and the headteacher (unless the 
allegation is made against the headteacher). 

 
8.13 The governing body must ensure that a written record is made of the outcome 

of any consultation above. 
 
8.14 The governing body does not have to appoint an independent investigator 

where it is satisfied that, beyond reasonable doubt the allegation is not true, or 
that there is no evidence to corroborate the allegation. Similarly, there is no 
requirement to appoint an independent investigator where the member of staff 
has admitted the allegation or been convicted of a criminal offence in relation to 
it. 

 
8.15 In these cases, the disciplinary and dismissal committee would still be required 

to meet to determine whether to terminate the contract or take other action. 
However, there should be sufficient evidence from the initial meeting between 
the headteacher and the local authority designated lead officer for safeguarding 
in education, the deliberation of the statutory authorities and the courts, etc., to 
enable the governing body to proceed to the staff disciplinary and dismissal 
process without the need for an independent investigation. 

 
8.16 It is recommended that at this stage advice should be sought from the local 

authority HR representative. The governing body, on behalf of the staff 
disciplinary and dismissal committee, may also seek its own legal advice, which 

                                            
1 As amended in the Staffing of Maintained Schools (Wales) (Amendment) Regulations 2014. 
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will be funded from the school’s delegated budget. Where they do so, the 
governing body must be confident that the advice provided complies with 
relevant education, employment and equalities legislation. 

 
8.17 The chair of governors can choose who to appoint as an independent 

investigator, subject to restrictions imposed by the 2006 Staffing Regulations 
which stipulate that the person must not be: 
 
 a member of the governing body making the appointment 
 a governor from another school within the federation of schools 
 a parent/carer of a current or former pupil of the school in question 
 a current or former member of staff of the school 
 a member or employee of the local authority that maintains the school 
 a trustee of the school 
 a member of the appropriate diocesan authority for the school 
 the body that appoints the foundation governors to the school governing 

body. 
 
8.18 The chair of governors should seek advice from the local authority on who to 

appoint as an independent investigator. Some local authorities already provide 
for an independent investigation of allegations, as part of the personnel 
services that schools can buy in from the local authority or in coordination with 
neighbouring local authorities. A member of staff may object to the person 
selected to carry out the investigation. They should send their objection, 
including the grounds, to the chair. It will be for the chair (subject to delegation 
of this responsibility by the governing body) to determine whether the 
circumstances of the objection are valid and if so to arrange for a new 
investigator to be appointed. The chair may discuss the matter with the local 
authority and should take account of the advice received. The chair should 
notify the member of staff and the investigator in writing of the decision. 
 
 

The role of the independent investigator 
 
8.19 The role of the independent investigator is to ensure a completely impartial and 

unbiased investigation is carried out to inform the disciplinary and dismissal 
process. A suggested framework for the investigation and the investigation 
report is contained in section 7 of this guidance. The report will not include 
recommendations, conclusions or personal opinions. The independent 
investigator must provide the governing body with a written report on their 
findings and all available information and evidence. On completion of the 
independent investigation, the chair of governors should inform the local 
authority that the investigation has concluded and that the report has been 
received by the chair of the governing body. 

 
8.20 The governing body must provide a copy of the report to the headteacher 

unless the allegation is about the headteacher. The member of staff should be 
informed that the chair has received a copy of the independent investigation 
report and that arrangements are being made for the staff disciplinary and 
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dismissal committee to meet. 
 

8.21 The 2014 amendment to the 2006 Staffing Regulations and the Welsh 
Government’s guidance on handling allegations of child abuse against 
members of staff have structured the process so that any questions about the 
seriousness of the allegation and whether an independent investigation is 
required are discussed and determined at an early stage. Once the stage has 
been reached where an independent investigation is required and has been 
carried out, irrespective of the evidence in the investigation report, a disciplinary 
hearing must be held. 

 
8.22 The governing body should keep the report safe and ask the clerk to arrange a 

hearing. It is essential for those that have a copy of the investigation report to 
have regard to, and comply with, the Data Protection Act 2018 and the General 
Data Protection Regulation (GDPR). 

 
8.23 No party should remove evidence from the investigation report before it is sent 

to the governing body staff disciplinary and dismissal committee. 
 

8.24 The independent investigator should be available to attend the disciplinary 
hearing and appeal hearing on request to present their report. 
 

 
Appointment of an independent non-governor member on staff disciplinary 
and dismissal committee and staff disciplinary and dismissal appeals 
committee 
 
8.25 The governing body must appoint an independent non-governor member to the 

staff disciplinary and dismissal committee and appeals committee in respect of 
allegations that a teacher or other member of staff employed under a contract 
of employment at the school has caused harm (abused) a pupil registered at 
the school. 

 
8.26 The independent member has voting rights and must not be: 
 

 a governor of the school in question 
 a parent/carer of a current or former pupil of the school in question 
 a current or former member of staff from the school at which the person 

subject to the disciplinary hearing is employed 
 a member or employee of the local authority that maintains the school 
 a trustee of the school 
 a member of the appropriate diocesan authority for the school 
 the person who appoints the foundation governors to the school governing 

body. 
 

8.27 The non-governor normally takes the place of one of the three governors 
assigned to sit on the staff disciplinary and dismissal committee and the staff 
disciplinary and dismissal appeals committee. This maintains an odd number of 
governors and avoids the need for the chair of the committee to have a second 
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or casting vote. The non-governor member cannot be chair of either committee. 
A different independent non-governor member is required for each committee. 

 
8.28 The non-governor member does not take the place of the adviser from the local 

authority whose role is to provide procedural advice to the staff disciplinary and 
dismissal committee on the case in question. 
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Section 9: Gross misconduct allegations – a case to 
answer ‒ process for child abuse and non-child abuse 
allegations 
 
Disciplinary hearing  
 
9.1 Where an investigation demonstrates that there appears to be sufficient 

evidence to warrant a disciplinary hearing before the staff disciplinary and 
dismissal committee, or where following an independent investigation there is 
evidence to support gross misconduct relating to an allegation of child abuse, a 
hearing must be arranged. It is advisable for the headteacher or chair (if the 
allegation is about the headteacher) to contact the local authority HR 
department for all gross misconduct hearings. The member of staff should be 
given as much information as possible, in writing, providing it does not 
compromise or place a member of staff or pupil in a difficult situation, e.g. by 
identifying a pupil who may be a witness or by identifying a member of staff 
who has whistleblown. 

 
9.2 The information given to the member of staff should include: 
 

 the date, time and place of the hearing 
 details of the allegation(s) together with any supporting documents 
 names of any witnesses to be called, if appropriate 
 the name of the adviser to the headteacher or chair of governors 
 a copy of the up-to-date procedure 
 the right to be accompanied by a work colleague or a representative of the 

member of staff’s trade union 
 the purpose of the hearing and possible outcomes 
 the membership of the staff disciplinary and dismissal committee and staff 

disciplinary and dismissal appeals committee 
 the name of the person presenting the case against the member of staff 
 the date by which all relevant documentation must be returned to the 

clerk. 
 
9.3 The member of staff and their representative must be given a reasonable 

amount of time to prepare for the hearing. 
 
Arranging the hearing 
 
9.4 The clerk to the staff disciplinary and dismissal committee should arrange a 

date, time and venue suitable for all interested parties. 
 

9.5 The hearing should be held privately in a place where there will be no 
interruptions. It should be borne in mind that the school may not always be the 
most appropriate venue for hearings, depending on the nature and sensitivity of 
the allegations. Clerks should therefore consider the use of a neutral venue. 
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Provision of written documents 
 
9.6 The member of staff should supply the clerk with a list of witnesses and any 

supporting documentation. Papers should be given to members of the staff 
disciplinary and dismissal committee before the hearing to give them time to 
read and absorb the information in accordance with the timescales in the 
governing body’s own agreed disciplinary procedures ‒ this must be at least 
five days before the hearing in accordance with requirements in the 2005 
School Government Regulations. Submission of any written documentation and 
additional witnesses at the hearing will only be permitted at the discretion of the 
committee. 
 

9.7 The member of staff may offer a reasonable alternative time within five school 
days of the original date if either they or their union representative or chosen 
work colleague cannot attend. The committee may also arrange another 
meeting if an employee fails to attend due to circumstances outside their 
control, such as illness. 

 
Attendance and advice of chief education officer and diocesan representative 
 
9.8 In all maintained schools the chief education officer or their representative are 

entitled to attend for the purpose of giving advice on all proceedings relating to 
any decision to dismiss or discipline a member of staff. In voluntary aided 
schools the diocesan officer or their representative has the same advisory 
rights as those given to the chief education officer. In foundation schools the 
governing body may agree with the diocesan authority to award those same 
advisory rights to the diocesan officer or their representative. The chief 
education officer or their representative and the diocesan director should be 
notified of meetings at the same time as the member of staff and the person 
presenting the case against the member of staff. The headteacher or chair or 
members of the staff disciplinary and dismissal committee and appeals 
committee (depending on the purpose of the meeting) must take into 
consideration any advice offered by these persons before making decisions. 

 
Attendance and advice of the headteacher 
 
9.9 The headteacher is entitled to attend all hearings of the staff disciplinary and 

dismissal committee and the appeals committee to give advice, unless the 
headteacher is the person against whom disciplinary action is being taken, or is 
a witness or the presenting officer. 

 
Role of the adviser 
 
9.10 The person(s) advising the staff disciplinary and dismissal committee and 

appeals committee should provide advice on legal or procedural issues so that 
decisions are sound and based on evidence and fact, to avoid the case ending 
in a referral to an employment tribunal. They should not express opinions on 
the merits of the case, the people involved or the evidence. The adviser should 
not remain with the committee during their deliberation on the case, but if 
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possible should remain available in case the committee wishes to clarify 
matters. 

 
Role of the presenting officer 
 
9.11 At the hearing, the case against the member of staff and the evidence should 

be given by the presenting officer, which is usually the headteacher (unless the 
allegation is about the headteacher) in which case the chair or a local authority 
officer may present the case. The presenting officer cannot be the investigating 
officer or a witness, nor should they be a member of the local authority advising 
and supporting the governing body. Witnesses may be called if appropriate, 
and can be questioned by the other party and/or by the staff disciplinary and 
dismissal committee. At the end of the hearing the presenting officer and the 
member of staff or their union representative or work colleague will have the 
opportunity to make a final submission to the committee. 

 
Role of the committee chair 
 
9.12 The committee chair should:  

 
 check everyone present has the correct papers 
 explain the remit of the staff disciplinary and dismissal committee at the 

beginning of the hearing, which is to deal with the allegations investigated 
and any evidence relating to those allegations 

 set out the order of proceedings 
 ensure all parties have the opportunity to make their contribution without 

undue interruption 
 decide whether questioning by committee members should take place 

during the presentation of the case or on completion of the presentation, 
and similarly, how questioning of the member of staff (or their 
representative) and witnesses should be handled 

 ensure the key facts are drawn out 
 ensure that the disciplinary hearing is conducted in a manner conducive to 

all parties being treated with respect 
 ensure that the member of staff and any witnesses are put at ease 
 make appropriate arrangements to hear evidence from any child 

witnesses, including the need for advocacy support, and ensure that the 
venue and time are accessible and non-intimidating for children 

 adjourn the hearing for an appropriate period if it becomes aggressive or 
confrontational, so as to calm the situation 

 act with impartiality and without bias. 
 
9.13 At the conclusion of the hearing the chair should ask the parties whether they 

feel they have been treated fairly and consider the questions listed in Annex C. 
 
Role of committee members 
 
9.14 The members of the staff disciplinary and dismissal committee should read all 

of the papers carefully before the hearing. 
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9.15 The functions of the committee members are to: 

 
 consider the evidence 
 establish the facts in light of the evidence presented 
 after the hearing, to come to a decision based on the factual evidence 
 decide on any sanction to be imposed 
 ensure that the clerk accurately records their discussions and decision 

and the reasons for the decision in writing, and ensure that the minutes 
are accurate. 

 
Role of the work colleague or union representative 
 
9.16 The accompanying work colleague who may or may not be a union 

representative, depending on the member of staff’s choice, should be allowed 
to: 
 
 attend the hearing on behalf of the member of staff 
 address the hearing 
 present the member of staff’s case 
 represent the interests of the member of staff 
 seek clarification on behalf of the member of staff 
 confer with the member of staff during the hearing 
 where appropriate, answer some limited questions on behalf of the 

member of staff in their absence 
 sum up the member of staff’s case. 

 
9.17 In the absence of the member of staff the union representative or work 

colleague cannot be required to answer questions on matters of evidence. A 
governing body or committee may not disadvantage, discriminate, victimise or 
blame a member of staff on the basis of advice or representations made on 
their behalf. 

 
Role of the clerk to the committee 
 
9.18 The clerk must have attended the mandatory clerk training. Before the hearing 

the clerk’s key tasks (with advice from the LA) are to: 
 

 arrange a suitable date, time and place for the disciplinary hearing, 
seeking agreement from all parties including committee members, the 
member of staff, witnesses appearing in person and the local authority 
and diocesan authority, as appropriate 

 inform the member of staff in writing of the purpose of the hearing and the 
range of possible outcomes 

 confirm the right of the member of staff to be accompanied by a work 
colleague or a representative of the member of staff’s trade union 

 inform the member of staff in writing of the committee membership and 
the names of the advisers to the committee 
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 inform the member of staff and the person presenting the case against 
them of the full details of the allegation, the evidence to be presented and 
the names of any witnesses to be called 

 inform the member of staff and any other parties of the date by which all 
relevant documentation should be received by the clerk prior to the 
hearing 

 arrange for the documentation from both parties, including up-to-date 
procedures, to be distributed to the member of staff and their 
representative prior to the hearing and in accordance with the timescales 
in the policy. 

 
Suggested template letters can be found in Annex E. 

 
9.19 During the hearing the clerk should record the proceedings, including 

discussions by the committee in private, decisions and reasons for those 
decisions and all procedural advice provided. 

 
Hearing procedure 
 
9.20 The following are the suggested stages for the ordering of proceedings. 
 

 The chair introduces the members of the committee and the clerk. 
 The presenting officer sets out the allegations against the member of staff, 

presents any written or other evidence, and calls and questions 
witnesses. 

 The member of staff and/or their representative asks questions of the 
presenting officer and/or witnesses. Members of the staff disciplinary and 
dismissal committee question the presenting officer and/or any parties 
called to give evidence against the member of staff. 

 The member of staff and/or their representative presents their case, 
including any relevant written or other evidence, and calls witnesses. 

 The presenting officer and/or members of the staff disciplinary and 
dismissal committee question the member of staff and any witnesses 
called on behalf of the member of staff. 

 Members of the committee can ask questions of any witness or presenter. 
 Witnesses leave the room after they have given evidence and been 

questioned by both parties but should remain on hand in case of further 
questioning by the staff disciplinary and dismissal committee. 

 The presenting officer and the member of staff or their representative 
each sums up their case. If these persons do not wish to hear the advice 
from the advisers they should leave the hearing at this point. 

 All parties hear any advice which the chief education officer and, if 
applicable, the diocesan director or their representatives may wish to 
offer. The advisers, the presenting officer and the member of staff or their 
representative then leave the hearing. 

 The staff disciplinary and dismissal committee continues in private, other 
than the clerk, to make its decision. 
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 The staff disciplinary and dismissal committee can adjourn the hearing at 
any time for all parties to consider new evidence or for private discussion. 
Any party should be able to request an adjournment at any point. 

 
9.21 At the conclusion of the hearing all parties will be expected to:  
 

 have understood the nature of the proceedings 
 have been given a proper opportunity to speak, put evidence forward and 

respond to questions 
 have been given an opportunity to say everything they wished to say 
 feel that they have been treated courteously 
 feel that the staff disciplinary and dismissal committee has listened to and 

understood all the points made 
 be clear as to when they will be informed of the staff disciplinary and 

dismissal committee’s decision. 
 
Outcome of disciplinary hearing 
 
9.22 Following the disciplinary hearing the staff disciplinary and dismissal committee 

must decide on appropriate action to take, including whether the person should 
cease to work at the school. When reaching their decision the members of the 
staff disciplinary and dismissal committee should determine whether all the 
evidence relevant to the allegation has been considered and whether the 
evidence presented supports the allegation. Annex C provides a checklist of 
key considerations. 
 

9.23 The committee discussion should be carried out in private following any advice 
from the local authority HR representative, and the member of staff’s union 
representative. These persons may remain on hand during the committee’s 
discussion as they may be called on to provide further advice. The clerk to the 
governing body must be present to record the decision of the committee. A 
letter should be sent to the member of staff as soon as possible confirming this 
decision and informing the member of staff of their right to appeal. 

 
9.24 The parent/carer/pupil should be informed that following an investigation a 

decision has been reached. 
 
9.25 Where possible the member of staff and/or their union representative or work 

colleague should be informed of the decision and justification for it at the end of 
the hearing. Whether or not the decision is delivered orally, it should be 
confirmed in writing to the member of staff as soon as possible after the end of 
the hearing within agreed timescales. Where the decision is to issue a warning 
or impose a penalty, or where the outcome is dismissal, this decision and the 
reasons for the decision should be set out in the letter. 

 
9.26 Where the decision is to dismiss the member of staff and the LA holds the 

contract of employment (for staff in maintained nurseries, community and 
voluntary controlled schools), the governing body must give the member of staff 
the opportunity of appealing the decision. If the member of staff does not 
appeal or if the appeals committee upholds the decision to dismiss, the 
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governing body must write to the local authority notifying the LA of its decision 
to dismiss. The LA is required to dismiss the member of staff and should write 
to give notice or terminate the contract without notice if applicable within 14 
school days of notification of the decision by the staff disciplinary and dismissal 
committee or the appeals committee. 

 
9.27 Where a decision to dismiss the member of staff is taken in voluntary aided and 

foundation schools the staff disciplinary and dismissal committee’s letter of 
confirmation to the member of staff should include notification of dismissal and 
any appropriate period of notice. The governing body must give the member of 
staff the opportunity of appealing the decision before the letter is sent. 

 
9.28 Refer to Annex B for notification to the DBS (for child abuse cases) and the 

EWC as appropriate for dismissal of staff in any category of school. 
 
9.29 After the hearing it is the clerk’s task to: 
 

 prepare a letter on the school’s headed paper using templates in Annex E, 
or prepared by the LA, to notify the member of staff of the disciplinary and 
dismissal committee’s decision and the reasons for it and inform the 
member of staff of the appeals process. This letter should be signed by 
the chair of the disciplinary and dismissal committee or the chair of 
governors (provided the chair is not tainted) 

 send a copy of the letter to the headteacher, provided the allegation is not 
about the headteacher, and the chair notifying them of the decision 
(provided they are not tainted and have not signed the letter) 

 send notes/minutes taken by the clerk during the hearing to all parties, 
excluding the complainant and any witnesses. 

 
Disciplinary hearing – appeal 
 
9.30 The member of staff is entitled to appeal against a decision of the staff 

disciplinary and dismissal committee. The notice of the intention to appeal 
should be lodged with the clerk to the appeals committee within a specified time 
limit as set out in the disciplinary policy. The grounds for the appeal and all 
supporting documentation must then be submitted to the clerk prior to the 
appeal hearing, within the timescales set out in the agreed policy. The appeal 
notice should set out the grounds for the appeal which could be that: 

 
 there has been a procedural flaw in the first hearing 
 the findings are inconsistent with the evidence produced 
 the sanctions are inappropriate 
 the investigation or disciplinary procedure was in some way unfair or 

biased 
 new evidence has come to light that was not considered at the original 

hearing. 
 
9.31 The purpose of the appeal hearing is to enable the appeals committee to 

consider the grounds for appeal as submitted by the member of staff or their 
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union representative or work colleague. The appeal should be heard within a 
specified time. Appeal hearings will focus on the issues set out in the appeal 
notification, therefore the appeal process may not always take the form of a 
complete hearing. However, when making a decision on the form of the appeal 
the appeals committee should take into account the views of the member of 
staff as to whether they wish to have a full rehearing and the reasons why. 
Under certain circumstances, e.g. where new evidence comes to light or the 
first hearing process was flawed or biased, it is likely to be appropriate to 
rehear part, if not all, of the case. The member of staff should be given notice of 
the date and time of the appeal hearing. Mutually agreeable times and dates 
should be arranged for all parties concerned. 

 
9.32 The procedure for an appeal hearing should be the same as the procedure for 

the disciplinary hearing, except that the committee should have regard to the 
record of the original disciplinary hearing and its findings. 

 
9.33 The appeals committee can uphold the decision of the staff disciplinary and 

dismissal committee, impose a lesser penalty or conclude that no action should 
be taken against the staff member. The committee may not impose a more 
severe penalty. The member of staff should be given copies of the minutes of 
the appeal hearing and the appeals committee’s conclusions. The decision of 
the appeals committee will be final and the staff member will be informed in 
writing. 

 
9.34 If, as the result of an appeal, no sanction is given and no disciplinary action is 

taken all details will be expunged from the member of staff’s personal file and 
they will be informed accordingly. The member of staff will be given a copy of 
the minutes of the appeal hearing and a copy of the appeals committee’s 
conclusions. 
 

Absence due to illness  
 
9.35 In some cases it may be deemed reasonable to rearrange a staff disciplinary 

investigation/hearing, within agreed timescales, where the member of staff is 
unavailable due to sickness. If, however, this continues, advice should be 
sought from the occupational health unit as to the member of staff’s ability to 
attend a meeting and participate in the hearing. Governing bodies should be 
sensitive to the possibility that approaches that defer disciplinary matters create 
uncertainty for the school and added stress for the member of staff. 

 
9.36 If the member of staff is expected to be sick for an indeterminate time, it may be 

reasonable to proceed with the disciplinary hearing in their absence provided 
the member of staff, and their representative, have been advised of this and the 
member of staff is given the opportunity to use a representative or submit 
written evidence to present their case. The representative must have the same 
opportunity the staff member would have had to present evidence, call 
witnesses and sum up the staff member’s case. 

 
9.37 If the member of staff were to decline the opportunity to use a representative to 

present their case, and their own state of health would cause an extended 
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delay in the proceedings, the staff disciplinary and dismissal committee should 
go ahead on the basis that the member of staff has been afforded reasonable 
opportunity to make their case and that the hearing has to be arranged to 
conclude the case. The staff disciplinary and dismissal committee should 
however consider whether this would be consistent with the need to act fairly 
and within its own procedures and whether the staff member might be able to 
mount a claim for breach of contract or unfair dismissal.  

 
Resignations and settlement/compromise agreements 
 
9.38 A member of staff may resign while disciplinary procedures are pending or 

incomplete. Where the allegations relate to gross misconduct the headteacher 
(or the chair in the case of allegations against the headteacher) should advise 
the staff member that disciplinary procedures will continue to completion. 
Schools must not make a compromise or early settlement agreement where 
child abuse allegations are being considered. 

 
9.39 In many cases the period of notice for resignation will allow the governing body 

sufficient time to conclude the disciplinary proceedings. If the time is insufficient 
the governing body must give the member of staff the opportunity to attend, but 
it cannot compel a former staff member to attend a disciplinary hearing. 
Nonetheless, the governing body must complete the process and arrive at a 
view on the basis of the available evidence as to whether dismissal would have 
been the appropriate outcome. 

 
Action on conclusion of a case 
 
Duty to refer to the DBS and the EWC 
 
9.40 There is a legal requirement for employers, including governing bodies and 

supply agencies, to make a referral to the DBS where they think that an 
individual has engaged in conduct, including inappropriate sexual conduct, that 
harmed, or is likely to harm, a child, or if a person otherwise poses a risk of 
harm to a child. In such circumstances, the duty to refer to the DBS remains 
where the governing body has removed the individual from relevant work with 
children or the person has chosen to cease relevant work in circumstances 
where they would have been removed had they not done so. Referrals should 
be made as soon as possible after the resignation or removal of the member of 
staff involved and within one month of ceasing to use the person’s services. 

 
9.41 Schools and supply agencies have a joint responsibility to refer information to 

the DBS ‒ because one party has done so does not mean that the other party 
is not also required to do so. See Annex B for further information.  

 
9.42 Referrals should be made as soon as possible after the resignation or removal 

of the member of staff involved and within one month of ceasing to use the 
person’s services. 

 
9.43 Schools and other bodies all have a statutory duty to make reports, and to 

provide relevant information to the DBS. Under the Education (Supply of 
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Information) (Wales) Regulations 2009 employers of teachers registered with 
the General Teaching Council for Wales (GTCW) and supply agencies must 
report cases of misconduct and professional incompetence to the GTCW where 
the teachers have not harmed, or posed a risk of harm, to children and/or 
vulnerable adults. 

 
Review  
 
9.44 On completion of the case and especially if a member of staff is convicted of a 

criminal offence and/or subsequently dismissed, the governing body should 
take the opportunity to consider whether there is a need to review and/or revise 
any of its policies or procedures to guard against recurrence of the issue. The 
name of the member of staff should not be revealed. Should this result in a 
proposed change to the agreed staff disciplinary procedures this should be 
agreed with the professional associations/teacher trade unions. 
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Section 10: Risk management during disciplinary 
processes, including suspension 
 
Decision to suspend or other action 
 
10.1 Before taking the decision to suspend a member of staff, the headteacher 

and/or chair should consider if other options are available, such as undertaking 
work that does not involve contact with pupils, or working from home. They may 
wish to seek advice from their HR adviser and must consult the local authority 
designated lead officer for safeguarding in education in respect of child abuse 
allegations, before deciding if the best course of action is to suspend an 
individual. 
 

10.2 The headteacher and/or chair should consider the potential impacts on the 
member of staff’s mental health and well-being of any actions taken to manage 
the risk to pupils and other members of staff. 

 
10.3 Police and social services involvement does not make it mandatory to suspend 

a member of staff, and neither should a member of staff be suspended 
automatically. This decision should be taken on a case-by-case basis following 
a thorough risk assessment by the headteacher or chair. Where child abuse 
allegations have been raised the local authority designated lead officer for 
safeguarding in education should be included in the discussion, which can then 
be shared with the members of the strategy group. However, suspension 
pending disciplinary proceedings should be considered in any case where: 

 
 it appears to be necessary to exclude the member of staff from the school, 

for the protection of pupils, other staff or property or the orderly conduct of 
the school 

 the continued presence at work of the member of staff would be an 
obstacle to proper investigation of the allegations made against that 
member of staff 

 there is cause to suspect a child or other children at the school is/are at 
risk of significant harm 

 the allegation warrants a criminal investigation by the police 
 the case is so serious that it might be grounds for dismissal. 

 
The headteacher or chair should give appropriate weight to any advice from the 
local authority designated lead officer for safeguarding in education as well as 
the LA HR representative when making a decision to suspend a member of 
staff. 

 
 
Powers to suspend 
 
10.4 Where a school has a delegated budget both the governing body and the 

headteacher have the power to suspend staff. In accordance with Regulation 
50 of the 2005 School Government Regulations, governing bodies may 
delegate this function to a governor or committee, but pragmatically this would 
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be the chair of governors. The decision to delegate this function must be 
minuted. 

 
10.5 Where the headteacher is the subject of an allegation it would be usual for the 

chair to have delegated responsibility for any suspension. In the absence of the 
chair, the vice chair (or any other governor) may take over this responsibility 
subject to the necessary delegation. Only the governing body (or its 
delegate(s)) can end a suspension. As well as the chair of governors, the 
governing body could delegate responsibility to end a suspension to the chair of 
the staff disciplinary and dismissal committee or appeals committee. This 
decision must be minuted and/or recorded in the committee’s terms of 
reference. 

 
10.6 There is no requirement in law for the headteacher and chair to consult each 

other prior to suspending a member of staff, although they may do so as a 
matter of courtesy.  

 
Community, community special, maintained nurseries and voluntary 
controlled schools 
 
10.7 Where a suspension involves a member of staff at a community, community 

special, maintained nursery or voluntary controlled school the headteacher or 
chair (if responsibility has been delegated) must inform the chief education 
officer of the local authority and each other that they have suspended a 
member of staff. It is advised that this should be confirmed in writing to the chief 
education officer. When ending a suspension the governing body’s delegates 
must inform the chief education officer of the LA and the headteacher (if the 
suspension concerns a member of staff). 

 
Voluntary aided and foundation schools  
 
10.8 For staff in voluntary aided and foundation schools the headteacher or 

governing body’s delegates must inform one another of the suspension and on 
ending the suspension the governing body’s delegates must inform the 
headteacher (unless the allegation is about the headteacher). It is good 
practice for the chief education officer of the LA to be informed in writing of any 
suspension in voluntary aided or foundation schools. 
 

Suspension interview 
 
10.9 Where suspension is being considered, an interview should be arranged 

between the headteacher and the member of staff, or the chair and the 
headteacher (if the allegation is against the headteacher). The member of staff 
should be informed at the start of the interview that an allegation has been 
made and that, on conclusion of the interview, suspension may occur. It should 
also be made clear to the member of staff at the outset that the interview is not 
a formal disciplinary hearing, but is for the purposes of addressing a serious 
matter, and could lead to consideration under the governing body’s formal 
disciplinary procedures. 
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10.10 It is good practice to permit the member of staff to be accompanied by a trade 
union representative at the suspension interview, as part of the employer’s duty 
of care. 

 
10.11 The headteacher or chair should give the member of staff as much 

information as possible, providing it does not put anyone at risk of intimidation 
by identifying a pupil who may be a witness or a member of staff who has 
whistleblown. In such cases the member of staff should be given as much 
information as appropriate, including the reasons for any proposed suspension. 
Where the allegation relates to a criminal offence the advice of the police 
should be sought on what information can be shared in order not to interfere 
with the investigation. The member of staff should be given an opportunity to 
make representations concerning the suspension, and offered a brief 
adjournment prior to responding. 
 

10.12 Where, at the end of the interview, it is deemed appropriate to suspend the 
member of staff, written confirmation should be issued within one working day, 
giving as much detail as appropriate for the reasons for the suspension. It 
should be made clear to the employee that suspension is a neutral act and is 
not a presumption of guilt or a disciplinary penalty pending investigation. 

 
10.13 It is not acceptable for the school to leave a person who has been suspended 

without any support. The person should be informed in writing, at the point of 
their suspension, of who their named contact is within the organisation and be 
provided with their contact details. This nominated person does not take the 
place of the member of staff’s union representative, but is a source of 
additional support and point of contact about school issues. Any suspension 
under the 2006 Staffing Regulations must be without loss of emoluments 
(salary). 

 
10.14 Suspensions need to be reviewed at regular intervals, which should be set out 

in the governing body’s disciplinary procedure. It is expected that the 
governing body will delegate responsibility for these reviews to the 
headteacher (or the chair if the allegation is against the headteacher), or 
another governor if the chair is tainted or is a member of the staff disciplinary 
and dismissal committee or appeals committee. The outcome of a suspension 
review should be conveyed to the member of staff in writing and reasons 
given if suspension is to continue. 
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Section 11: General issues 
 
Fair penalties  
 
11.1 Governing bodies should consult the Acas Discipline and grievance at work 

guidance www.acas.org.uk when determining appropriate penalties. 
 
  
Sharing information 
 
11.2 Information can be disclosed to third parties where this is necessary to avoid 

injury to persons or damage to property, e.g. to assist the statutory authorities 
in ongoing investigations or to protect children. The governing body must 
comply with any legal duty to disclose such information and should always 
check with the specialist officer in the LA or diocese (where relevant) before 
releasing any information. 

 
Written records of proceedings, including records of governing body meetings  
 
11.3 The governing body’s disciplinary procedure should require that a detailed 

written record is kept of: 
 

 the allegation(s) 
 all steps taken in each case 
 all meetings involving the governing body, LA representatives, diocesan 

representatives (if applicable), the member of staff or their adviser/union 
representative 

 the investigation, including interview records, documentary evidence and 
the investigator’s report 

 the record of the staff disciplinary and dismissal hearing as well as the 
staff disciplinary and dismissal committee’s conclusions and the basis for 
them  

 any appeal made by the member of staff 
 the record of the appeal hearing (even if it is not a full rehearing of the 

case), as well as the appeals committee’s conclusions and the basis for 
them 

 all professional advice, including legal and HR advice, given at any time 
during the process. All records of proceedings will be supplied to the 
individual employee upon request. 

 
11.4 It is essential this record gives in full the reasons for any decisions made. This 

is as important as making sure that the decision itself is lawful because such 
records are the means by which a decision can be shown to be lawful. 

 
11.5 The minutes of the meetings of a governing body and its committees are public 

documents that must be made available for inspection at the school to anyone 
who asks, in accordance with regulations 48 and 62 of the 2005 School 
Government Regulations. 
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11.6 However, it is inappropriate for any details of disciplinary proceedings to be 
contained in the ordinary minutes of the governing body meetings. Appropriate 
references should be made in the governing body minutes that a matter has 
been passed to the staff disciplinary and dismissal committee to consider, or 
that a matter has been dealt with through staff disciplinary procedures. 

 
11.7 A separate record of confidential matters, which is not available for public 

scrutiny, should be made. It should contain enough information to record 
progress through the various stages of the disciplinary procedure, e.g. that an 
allegation has been received and referred to the staff disciplinary and dismissal 
committee, any comments made by the governors (excluding members of the 
staff disciplinary and dismissal committee and appeals committee who should 
not be present), the date the report was received and given to the disciplinary 
and dismissal committee and the date the case was concluded.  

 
11.8 Section 19 of the Freedom of Information Act 2000 requires governing bodies 

to have a publication scheme in place, detailing the information they will make 
public. The documents and minutes of all governing body and committee 
meetings fall within the criteria of this scheme and must be made available to 
anyone who asks, subject to the relevant exceptions. 

 
11.9 Sensitive material and personal information that is likely to be included in such 

minutes is potentially exempt from publication because of the Data Protection 
Act 2018 and GDPR. Where the governing body concludes that the minutes 
contain exempt information, this must be redacted before the material is made 
available. Exempt information could include references to names of pupils, 
members of staff and witnesses, health information, any records of conduct or 
discipline or anything else that is considered to be personal data. Guidance for 
schools on the Freedom of Information Act 2000 and model publication 
schemes for schools is contained on the Information Commissioner’s Office 
website https://ico.org.uk/.  
 

11.10 The governing body will have to consider any requests for information against 
the requirement placed on them by these Acts. Each request should be judged 
on its own merits before any decision is taken to withhold or release the 
information, or to release the information with redactions. Further information is 
available from the Information Commissioner’s Office website. 

 
 

 
  

https://ico.org.uk/
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Annex A: Matters outside the scope of the staff 
disciplinary procedures 
 
Those responsible for operating disciplinary procedures must satisfy themselves on 
receipt of an allegation or complaint that they are dealing with a matter of 
misconduct. Disciplinary procedures must be separate and are quite distinct from 
grievance and capability procedures. However, in accordance with the Acas Code of 
Practice 1: Code of Practice on disciplinary and grievance procedures at 
https://beta.acas.org.uk/code-of-practice-on-disciplinary-and-grievance-
procedures#code, it is permissible on specific occasions to deal with combined 
issues under combined proceedings by the same committees. In order to ensure 
matters are dealt with promptly and appropriately, care should be taken in 
determining the correct procedure to follow. 
 
Informal discussion with the headteacher and/or line manager 
 
There will be occasions where it is appropriate for a member of staff’s actions to be 
discussed with them as part of normal supervisory arrangements without recourse to 
formal procedures, this being a management process and not part of the disciplinary 
process. It should be made clear to the member of staff: 
 
 what they need to do in relation to their conduct 
 how conduct will be monitored and reviewed and over what period 
 that more formal action could be taken if there is a recurrence of the conduct in 

question, or if the member of staff fails to produce the necessary 
improvements. 

 
Where discussions and support structures are put in place and do not lead to the 
necessary improvements or relevant changes in conduct, within the agreed 
timescale, the member of staff will normally be advised in writing of further action to 
be taken, which may be formal. An agreed record of the meeting should be kept, 
although the process would be considered informal. As these meetings form part of 
normal management meetings, it would not be expected for members of staff to have 
representation at these meetings. 
 
Grievance procedures 
 
Grievances are concerns and problems that employees raise with their employers. In 
accordance with the 2006 Staffing Regulations, all governing bodies must have a 
grievance procedure for allowing members of staff to redress any grievance relating 
to their work at the school. Occasionally the substance of a grievance may include 
misconduct behaviours that would be more appropriately dealt with as a lesser or 
gross misconduct matter. If this is the case, the person raising the matter should be 
informed of the process that will be used for dealing with the issue they raise. 
 
Employees should aim to settle most grievances informally with their relevant line 
manager in the first instance. The person who receives the grievance (the chair if the 
grievance is about the headteacher) should decide, after seeking advice from the LA 
or diocesan authority, whether the issue is one that is properly considered to be a 

https://beta.acas.org.uk/code-of-practice-on-disciplinary-and-grievance-procedures%23code
https://beta.acas.org.uk/code-of-practice-on-disciplinary-and-grievance-procedures%23code
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grievance, whether it is a staff disciplinary matter, or whether it should be dealt with 
under another relevant procedure. If, during consideration of a grievance the 
decision is that the behaviour of the member of staff against whom the grievance has 
been made constitutes misconduct, any action under the grievance procedure 
should cease and action continued under the lesser or gross misconduct procedure. 
The member of staff should be informed immediately of this decision. 
 
Where a member of staff raises a grievance during a disciplinary process, the 
disciplinary process may be temporarily suspended at the discretion of the staff 
disciplinary and dismissal committee or the headteacher (or chair) in respect of 
lesser misconduct matters, in order to deal with the grievance. Where the grievance 
and disciplinary cases are related it may be appropriate to deal with both issues 
concurrently. However, the committee(s) should be mindful of vexatious grievances 
or those intended merely to delay proceedings, and governing bodies should ensure 
that delays are minimal. 
 
The staff disciplinary and dismissal committee or appeals committee may also hear a 
staff grievance. This should be clearly minuted when the governing body decides on 
its committee structure and membership. Should this occur, it must be made clear to 
the governors that they are acting for the purposes of dealing with a grievance and 
not a disciplinary/dismissal matter. If the outcome of a staff grievance leads to 
disciplinary action being taken, those governors who have sat on the staff grievance 
committee and staff grievance appeals committee cannot be members of the staff 
disciplinary and dismissal committee, or staff disciplinary and dismissal appeals 
committee that consider the matter. However, as referred to previously, careful 
consideration should be taken as to the nature of the grievance. If it relates to 
behaviours that could be misconduct, where a sanction could be imposed, it may be 
more appropriate to deal with the matter as misconduct rather than a grievance. 
  
Complaints 
 
A complaint is an expression of dissatisfaction in relation to the school, a member of 
its staff or the governing body that requires a response from the school. Complaints 
can be from an external party. If a complaint is made by a member of staff that 
relates to their employment this should be dealt with as a grievance. 
 
There may be occasions when complaints, which are initially considered under the 
governing body’s complaints procedure, may include actions and conduct of 
members of staff which should more appropriately be dealt with under the school’s 
disciplinary procedures. If concern about the behaviour and conduct of the member 
of staff, if proven, would likely result in disciplinary proceedings being instigated, then 
the matter should be dealt with under the disciplinary procedure. The complainant 
and the member of staff and their union representative should be advised that the 
matter is being dealt with as a staff disciplinary issue using the school’s agreed 
process. If the matter is determined to be a disciplinary issue, it cannot be referred 
back to be dealt with under the complaints procedure. 
 
Further information on complaints procedures can be found in Complaints 
procedures for school governing bodies in Wales Welsh Government guidance 
circular no: 011/2012 (Welsh Government, 2012) at 
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gov.wales/sites/default/files/publications/2018-03/complaints-procedures-for-school-
governing-bodies-in-wales-guidance.pdf. 
 
Capability procedures 
 
Where capability is an issue and improvement is required from the member of staff, 
the capability procedures should be applied. Capability procedures are successful 
when the member of staff cooperates, makes the necessary improvements and 
sustains them with help, guidance and support. If this is not achieved, this could lead 
to further capability procedures or disciplinary proceedings. However, where poor 
performance arises from perceived negligence or lack of care by the member of staff 
or headteacher, then the application of disciplinary procedures is appropriate without 
first instigating capability procedures. 
 
The Welsh Government’s guidance documents on dealing with capability of 
members of staff and headteachers can be found at https://gov.wales/capability-
school-teaching-staff-guidance and https://gov.wales/capability-headteachers-
guidance. 
 
Whistleblowing 
 
Governing bodies should have procedures in place for whistleblowing. All members 
of staff should be able to raise concerns about conduct or practice within the school 
which is potentially illegal, corrupt, improper, unsafe or unethical, or which amounts 
to malpractice. They should be able to do so without fear of victimisation and with 
confidence that their concerns will be taken seriously and dealt with properly – see 
Procedures for Whistleblowing in Schools and Model Policy Welsh Assembly 
Government Circular Guidance No: 36/2007 at https://gov.wales/whistleblowing-
schools-guidance-governors. 
 
 
 
 

 

https://gov.wales/sites/default/files/publications/2018-03/complaints-procedures-for-school-governing-bodies-in-wales-guidance.pdf
https://gov.wales/sites/default/files/publications/2018-03/complaints-procedures-for-school-governing-bodies-in-wales-guidance.pdf
https://gov.wales/capability-school-teaching-staff-guidance
https://gov.wales/capability-school-teaching-staff-guidance
https://gov.wales/capability-headteachers-guidance
https://gov.wales/capability-headteachers-guidance
https://gov.wales/whistleblowing-schools-guidance-governors
https://gov.wales/whistleblowing-schools-guidance-governors
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Annex B: Supply of information 
 
The Safeguarding Vulnerable Groups Act 2006 and the Education Workforce Council 
(Main Functions) (Wales) Regulations 2015 place a legal duty on all employers 
(including teacher supply agencies) in Wales to report cases of misconduct and/or 
incompetence in the education workforce to either the DBS or the EWC, subject to 
the relevant conditions outlined below. 
 
Disclosure and Barring Service (DBS) 
 
In cases where employers have removed an individual from a regulated activity 
because the employer thinks they have engaged in relevant conduct or posed a risk 
of harm to children, the Safeguarding Vulnerable Groups Act 2006 provides that 
employers must report the case to the DBS. For governing bodies this means that 
where the staff disciplinary and dismissal committee has determined, following a 
disciplinary hearing, to dismiss a member of staff because of allegations of child 
abuse, the governing body must inform the DBS of their decision. The same would 
apply where the governing body would have dismissed the staff member but the staff 
member resigned or retired before dismissal could take place. 
 
Agency staff 
 
Schools and supply agencies have a joint responsibility to refer information to the 
DBS. Because one party has made the referral does not mean that the other party is 
not also required to do so. 
 
The duty to refer information to the DBS applies to schools in relation to staff 
supplied by a supply agency, as well as their own internal staff. This duty may also 
apply if a school asks the supply agency to stop supplying a person, or stops them 
from carrying out regulated activity because: 
 
 the harm test is satisfied 
 they have engaged in ‘relevant conduct’ 
 they have been convicted of, or cautioned for an automatic barring offence. 
 
Teaching is an example of regulated activity. For further information about the harm 
test, relevant conduct and automatic barring offences, see the Disclosure and 
Barring Service ‒ Referral Guidance: Frequently asked questions (DBS, 2012) at 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/file/143692/dbs-referral-faq.pdf. As the decision to end the supply of the 
person is made by the school, the school should clarify the reason the assignment 
was ended to help the agency determine whether it is required to make a referral to 
the DBS. This ensures that all parties are able to meet their legal obligations. 
 
Supply agencies have a similar duty to refer information to the DBS about 
candidates who are removed from carrying out regulated activity for the reasons 
above. 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/143692/dbs-referral-faq.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/143692/dbs-referral-faq.pdf
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The local authority designated lead officer for safeguarding in education should liaise 
with the employer to ensure that where necessary relevant referrals are made to the 
DBS and the EWC and follow up to ensure such referrals are made. The 
headteacher and the chair should be advised on the outcome of these discussions, 
as they will want to know whether that person can be employed again. 
 
Education Workforce Council (EWC) 
 
In other cases where the employer ceases to use, or would have ceased to use had 
they not resigned, a registered person’s services on grounds of: 
 
 misconduct or professional incompetence 
 a conviction of a relevant offence where the conduct does not involve the harm, 

or risk of harm, to a child (as defined in the Safeguarding Vulnerable Groups 
Act 2006) 

 
Further guidance on the circumstances when a referral should be made and the 
information that should be supplied to the relevant authority can be found in Welsh 
Government guidance no: 168/2015 Procedures for reporting misconduct and 
incompetence in the education workforce in Wales at 
gov.wales/sites/default/files/publications/2018-03/procedures-for-reporting-
misconduct-and-incompetence-in-the-education-workforce-in-wales.pdf. 
 
Information to be supplied by an employer 
 
This should include: 
 
 a statement of reasons for ceasing to use the person’s services 
 employer’s records relating to the cessation of the use of the person’s services 

or any contemplated cessation, including notes and minutes of meetings, 
interview notes, and evidence supplied to or obtained by the employer 

 employer’s records relating to the conduct which eventually led to the cessation 
of the use of the person’s services or might, but for the person having ceased 
to provide those services, have led the employer to cease to use the person’s 
services, including notes and minutes of meetings, interview notes, and 
evidence supplied to or obtained by the employer 

 employer’s letters, warnings or notices issued to a person in relation to the 
cessation of the use of their services or contemplated cessation, or the conduct 
which eventually led to the cessation of the use of the person’s services or 
might, but for the person having ceased to provide those services, have led the 
employer to cease to use the person’s services, and the person’s replies or 
representations in relation thereto 

 any other statements, representations and evidence submitted by a person to 
the employer in relation to the cessation of the use of the person’s services or 
contemplated cessation, or the conduct which eventually led to the cessation of 
the use of the person’s services or might, but for the person having ceased to 
provide those services, have led the employer to cease to use their services 

 a letter advising a person’s intention to cease to provide services 

https://gov.wales/sites/default/files/publications/2018-03/procedures-for-reporting-misconduct-and-incompetence-in-the-education-workforce-in-wales.pdf
https://gov.wales/sites/default/files/publications/2018-03/procedures-for-reporting-misconduct-and-incompetence-in-the-education-workforce-in-wales.pdf
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 any other document or information that the employer considers is relevant to 
any investigation that may be carried out by an investigating committee or a 
fitness to practice committee against a registered person. The EWC regulates 
by maintaining a register of education practitioners in Wales, and by looking at 
the detail of a registered person's conduct (behaviour inside or outside of an 
educational establishment) or competence (ability as an education practitioner) 
where it comes into question.  
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Annex C: Checklist for disciplinary hearings 
 
Before reaching a decision in a disciplinary hearing, the persons hearing the case 
should consider the following questions. The first six questions should be considered 
in respect of each allegation and the remainder before deciding what penalty, if any, 
to impose. Each allegation requires a separate finding, but one decision can be 
made in respect of all of them. Responses should be recorded and kept with the 
other records of the disciplinary hearing. 
 
1. Has there been as much investigation as is reasonable in the circumstances? 

 
2. Was the investigation, and the presentation of the investigation report, factual, 

impartial, reliable, comprehensive and unbiased? 
 

3. Have the requirements of the disciplinary procedure been properly complied 
with up to this point, including advance notice to the employee of the matter(s) 
to be considered at this hearing? 
 

4. Have I paid sufficient regard to any explanations put forward by or on behalf of 
the member of staff? 
 

5. Have I a genuine belief, based on evidence and reasonable grounds that the 
allegation against the employee is proven? 
 

6. Is the misconduct sufficiently serious to justify the disciplinary decision I am 
contemplating? 
 

7. If the circumstances (including any mitigating factors) are indistinguishable from 
one or more earlier or concurrent disciplinary proceedings against members of 
staff in a similar position to this member of staff in the school, is the decision I 
am contemplating reasonably consistent with decisions in those instances, or 
am I justified in distinguishing one from the other? 
 

8. Is the decision I am contemplating free from bias against the member of staff 
and not related to the member of staff’s age, disability, gender reassignment, 
marriage or civil partnership, pregnancy or maternity, race, religion or belief, 
sex, sexual orientation, or trade union activities (membership or non-
membership)? 
 

9. Have I provided the member of staff and/or their representative with an 
opportunity at this hearing to put forward any points for me to consider in 
mitigation before deciding the disciplinary sanction, and have I had regard to 
these and to any response to them by the senior management's 
representative? 
 

10. Is the decision within the band of reasonable responses of a reasonable 
employer in the circumstances? 
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Annex D: Model staff disciplinary procedure for maintained 
schools 
 
Name of school:............................................................................... 

Introduction 
 
This model procedure presupposes that a delegation is in place allowing the 
headteacher to deal with allegations constituting lesser misconduct. Where 
this is not the case, suitable adjustments will need to be made. 
 
1. This staff disciplinary procedure applies to school staff employed under a 

contract of employment with the school. It does not apply to staff employed 
directly by the LA, by an employment agency, staff whose contract of 
employment is held by another body, i.e. is shared with another school, or staff 
engaged under a contract to provide services. Members of staff have been 
made aware of this procedure and copies will be given to any member of staff 
who is the subject of any allegation.  

 
2. All timescales included in this staff disciplinary procedure have been agreed by 

the governing body and the school's local staff unions. Depending on the 
circumstances of the case, there may need to be flexibility with these 
timescales, e.g. where there is a large amount of paperwork or unavailability of 
staff. 

 
3. Where required throughout this procedure the chair of governors (‘the chair’) 

will take appropriate action on behalf of the governing body as delegated by the 
governing body unless they are compromised, in which case the vice chair of 
governors will take over the role and actions normally carried out by the chair. If 
the vice chair is also compromised the governing body will have to select 
another governor who is not compromised and minute this decision. 

 
Purpose and scope 
 
4. The governing body is responsible for the conduct and discipline of school staff 

and is required to have a procedure in place for dealing with staff disciplinary 
matters. 

  
5. The aim of this procedure is to ensure consistent and fair treatment for all 

members of staff within the school. 
 
Matters outside the scope of the procedure 
 
6. Matters outside the scope of this disciplinary procedure include: 
 

a. where employment is terminated: 
i.  by reason of redundancy 
ii. by an employee reaching the end of a temporary or fixed-term contract 
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b. where any deficiencies in performance on the part of the staff member 
arise from a lack of aptitude or skill   

c. staff grievances that employees raise with their employer  
d. termination during or at the end of a probationary/induction period, 

whether or not extended beyond its originally specified duration 
e.      matters that should be dealt with through the governing body’s general 

complaints procedure.  
 
Key points 
 
7. In all cases, the school and governing body will ensure that disciplinary cases 

are dealt with in an unbiased, open and fair way. 
 
8. The key points are as follows. 
  

a. Where appropriate, every effort will be made to address concerns about 
behaviour or conduct without recourse to formal procedures. 

b. No disciplinary action will be taken against a member of staff until the 
case has been fully investigated (for allegations of harm (abuse) caused 
to a child the investigation will be independent). 

c. An investigator will be objective and impartial but a member of staff may 
object to an investigator. The chair will determine whether the 
circumstances of the objection are valid and accepted and whether the 
investigator should be changed. 

d. Where it is considered that the allegation(s) amount to lesser misconduct 
the matter will be dealt with through lesser misconduct procedures. The 
member of staff will be informed of the allegation(s) against them and will 
be given the opportunity to defend the allegation(s) at a disciplinary 
hearing held before the headteacher, or the chair for allegations against 
the headteacher. 

e. A member of staff will not be dismissed for a first breach of discipline in 
cases of lesser misconduct but may receive a sanction in the form of a 
warning. Should the lesser misconduct be repeated it may result in a more 
severe sanction under the lesser misconduct process or a referral to the 
staff disciplinary and dismissal committee where it constitutes gross 
misconduct. 

f. The member of staff will be informed of any warnings at the end of the 
hearing, including the length of time they are to remain ‘live’. The 
warnings will be confirmed in writing. At the member of staff’s request, a 
copy of the warning will be sent to their union representative. 

g. Where it is considered that the allegation(s) amount to gross misconduct, 
the member of staff will be informed of the allegation(s) and will be given 
the opportunity to defend the allegation(s) at a hearing held before the 
governing body staff disciplinary and dismissal committee. 

h. The member of staff will be provided with details of the membership of the 
staff disciplinary and dismissal committee prior to a hearing and advised 
of their right of objection to any committee member. It will be for the chair 
to determine whether the circumstances of the objection are valid and 
accepted and whether a member of the committee is removed. 
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The member of staff will be provided with all relevant information prior to 
any hearing. 

i. The member of staff has the right to be accompanied by a work colleague 
or a representative of their trade union during the investigation, the 
disciplinary hearing and the appeal hearing. 

j. Dismissal for gross misconduct, following the decision of the staff 
disciplinary and dismissal committee or following the outcome of any 
appeal, is likely to be without notice. Note that for teaching staff and 
school meals staff in community, community special, voluntary controlled 
and maintained nursery schools, the local authority will issue notice or 
dismiss. For voluntary aided and foundation schools, this is the 
responsibility of the governing body. 

k. A member of staff has the right to appeal against any disciplinary 
sanction. 

l. The process is supportive towards the needs of the member of staff. 
m. Investigations and hearings will be conducted in English or Welsh, or with 

access to interpretation, at the request of the member of staff. 
 
Informal discussion with the headteacher and/or line manager – 
outside of disciplinary process 
 
9. There will be occasions when it is appropriate for a member of staff’s actions to 

be discussed with them as part of normal supervisory arrangements without 
recourse to the formal procedures. In such circumstances the member of staff 
will be given guidance and support from their line manager. This could take the 
form of advice, counselling, training instruction, coaching or other managerial 
strategies as is appropriate.  
 

10. It will be made clear to the member of staff: 
 

 what they need to do in relation to their conduct 
 how conduct will be monitored and reviewed, and over what period of time 
 that formal action could be taken if there is a recurrence of the conduct in 

question or if the member of staff fails to produce the necessary 
improvements. 

  
11. Where discussions and support do not lead to the necessary improvements or 

relevant changes in conduct, within the agreed timescale, the member of staff 
will be advised in writing of further action to be taken, which may be formal. A 
record of these discussions will be retained and agreed by both parties. 

 
Committees 
 
12. The staff disciplinary and dismissal committee and staff disciplinary and 

dismissal appeals committee will each have a minimum of three governors, 
although the appeals committee may have more. No governor will be a member 
of both committees and both committees will have separate local authority 
advisers. 
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13. The chair (unless the chair is tainted or compromised in which case the vice 
chair should take over) and the clerk to the governing body will make the 
arrangements for disciplinary hearings. 

   
 
A. Formal procedure for lesser misconduct 
 
14. Responsibility for disciplinary matters considered to be lesser misconduct has 

been delegated by the governing body to the headteacher. 
 

15. Any lesser misconduct allegations made against the headteacher will be dealt 
with by the chair. 

 
16. There may be rare occasions where, at the end of an investigation into lesser 

misconduct matters, the evidence in the investigation report indicates that the 
behaviour constitutes gross misconduct. If the headteacher or chair concludes 
that this is the case, a referral for formal disciplinary action where dismissal 
may be an option may be justified. The member of staff will be informed 
immediately of this decision in writing. 

 
The investigation 
 
17. As soon as an allegation has been brought to the attention of the headteacher 

or the chair a full investigation will be carried out. This investigation will be 
undertaken by someone other than the person who may be required to take 
informal action/formal action. Where the allegation is about the headteacher the 
chair of governors will, where possible, arrange for the investigation to be 
carried out externally, by the LA, diocesan authority (if appropriate) or other 
independent person. A member of the senior management team will never be 
engaged to investigate allegations against the headteacher.  
 

18. The member of staff will be advised of their right to object to any investigator. It 
will be for the chair to determine whether the circumstances of the objection are 
valid and accepted.  
 

19. The member of staff and all witnesses will be interviewed, having been given 
information and advance notice. Notes will be taken during interviews and 
minutes normally produced within two school days. No undertaking of 
confidentiality will be given to witnesses; however, the overall confidentiality of 
the disciplinary process will be respected. 

 
20. The member of staff will be given the opportunity to respond to the allegation 

and will be advised of their right to be accompanied by a work colleague or a 
representative of their trade union at an investigation interview meeting. 
Witnesses may also be accompanied when giving evidence if they so wish. 

 
21. Once the investigation has concluded, the investigating officer will present the 

findings to the headteacher or the chair in a written report, a copy of which will 
be provided to the member of staff. This will be done as soon as practicable 
after the conclusion of the investigation. 
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22. Based on the evidence and findings in the investigation report the headteacher 

or chair may conclude that: 
 

 the allegation is false or unfounded and no further action will be taken 
 matters can be dealt with through informal procedures 
 there appears to be sufficient evidence of lesser misconduct for a hearing 

before the headteacher or chair 
 there appears to be sufficient evidence of lesser misconduct for a hearing 

to take place but, because the member of staff currently has a final written 
warning, the case should be referred to the staff disciplinary and dismissal 
committee 

 there appears to be sufficient evidence that the allegation constitutes 
potential gross misconduct to be considered at a disciplinary hearing 
before the staff disciplinary and dismissal committee. 

 
23. Where there is conflicting evidence the matter will be referred to a hearing 

before the headteacher or chair or a hearing before the staff disciplinary and 
dismissal committee if the findings in the report show that the allegation is 
considered to constitute gross misconduct.  

 
The hearing before the headteacher or chair of governors 
 
24. A hearing will take place before the headteacher or the chair, supported by 

advice from the LA or diocesan authority (where appropriate).  
 

25. The member of staff will be sent a copy of this procedure and a copy of the 
investigation report and supporting documentation, and will be informed in 
writing of: 

 
 the nature of the alleged misconduct 
 the relevant procedure being followed and why 
 the date, time and place for the hearing 
 the possible outcome/sanctions from the hearing if the allegation(s) are 

upheld. 
 

They will also be advised of their right to: 
 

 produce written statements which will be circulated to all parties in 
advance of the hearing 

 ask questions relating to any written statements  
 state their case in person and/or through a representative 
 produce witnesses 
 be accompanied by a trade union representative or work colleague of their 

choice. 
 
26. The six possible outcomes following on from such a hearing are: 
 

 informal action 
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 a recorded oral warning 
 a first written warning 
 a final written warning 
 a referral to a disciplinary hearing before the governing body’s staff 

disciplinary and dismissal committee 
 the allegation is not upheld. 

 
Informal action 
 
27. As a result of the hearing, the headteacher or the chair may deal with matters 

by giving advice, counselling, training instruction, coaching or other managerial 
strategies as appropriate. Such activity may be delegated to a member of the 
senior management team. In respect of the headteacher, however, the chair 
will refer for additional training as appropriate. 

 
28. Where discussions and support structures do not lead to improvement or the 

relevant changes in conduct in the agreed timescale, the member of staff will 
be advised orally and in writing of further action to be taken. 

 
Formal action 
 
Warnings 
 
29. Standard warning periods are as follows: 
 

 recorded oral warning –    [insert time period] 
 first written warning –     [insert time period] 
 final written warning –   [insert time period]. 

 
30. The duration of the warning may vary according to the detail of the offence and 

the detail of the required improvement. Warnings can be placed on record for 
different lengths of time than the periods set out. 

 
31. If the member of staff’s conduct is satisfactory for the specified period of a 

warning, such warnings will be expunged from the staff member’s file after the 
specified period ends and will not be referred to again once spent. 

 
32. A final written warning may be issued where lesser misconduct recurs despite 

attempts by senior managers to support the member of staff to improve their 
behaviour or conduct. A final written warning may also be issued where a single 
instance of proven misconduct is considered to be of a serious nature. It will 
also be made clear to the member of staff that failure to address the behaviours 
which are the subject of a final written warning could lead to further disciplinary 
proceedings which could lead to dismissal. 
 

33. Every warning given will include: 
 

 the specified period of the warning 



74 
 

 what action/improvement/outcome is expected for the future and the 
action needed to avoid any further disciplinary action 

 the consequences of any failure to take the necessary action 
 the right to appeal 
 the time limit within which the appeal should be made 
 how the appeal should be made. 

 
Records of warnings 
 
34. All warnings will be issued to the member of staff at the conclusion of the 

hearing, and in front of the member of staff’s trade union representative or work 
colleague as appropriate. The warning will be confirmed in writing with a copy 
going to the member of staff’s trade union representative/work colleague, if 
requested by the member of staff. The member of staff must confirm receipt in 
writing of any warning given. A record of the warning will be placed on the 
member of staff’s file. 

 
35. Copies of all warnings issued will also be sent to the LA chief education officer 

in respect of staff in community, community special or voluntary-controlled 
schools. 

 
Appeals against formal warnings 
 
36. There is a right of appeal against any disciplinary action. An appeal must be 

lodged within [insert number] days to the clerk of the staff disciplinary and 
dismissal appeals committee. The appeal must be in writing and set out the 
grounds for appeal. The member of staff will be informed in writing of the date 
and time of the appeal hearing in advance. The appeals committee cannot 
impose a more severe penalty than that imposed at the first hearing. 

 
B. Gross misconduct (where the allegation does not relate to 
allegations of child abuse) 

 
37. The term gross misconduct means an act, or omission, or a series of actions or 

omissions by a member of staff that fundamentally repudiates the contract of 
employment. All gross misconduct allegations will be subject to a formal 
disciplinary hearing before the governing body's staff disciplinary and dismissal 
committee. 

 
38. Gross misconduct allegations are usually referred to the headteacher or chair 

who will make an initial assessment of the situation (but not investigate) to 
determine the nature and circumstances of the allegation. This decision is not a 
predetermination of the case. The headteacher or the chair will seek advice 
from the local authority HR adviser on the most appropriate procedure to follow. 
The member of staff will be given as much information as possible at this stage 
provided it does not compromise witnesses (staff or pupils) or hinder a police 
investigation. 
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39. If the allegation involves potential criminal activity a referral will be made to the 
police. If this happens the governing body will normally take no further action 
until the matter is referred back to the governing body to complete the 
disciplinary process. The police will also be asked to agree what information 
can be released to the member of staff. 
 

40. If after making the initial assessment of the allegation the conclusion of the 
headteacher or chair is that beyond reasonable doubt it is not possible for the 
allegation to be true, the headteacher or chair may take no further action. The 
member of staff will be informed immediately of this decision, which will be 
minuted by the clerk. 

 
The investigation 
 
41. Please note: refer to paragraph 49 for allegations of child abuse. As soon 

as an allegation has been brought to the attention of the headteacher or the 
chair (if it concerns the headteacher) a full investigation will be carried out. This 
investigation will be undertaken by someone other than the person who may be 
required to take informal action/formal action. Where the allegation is about the 
headteacher the chair of governors will, where possible, arrange for the 
investigation to be carried out externally, by the LA, diocesan authority (if 
appropriate) or other independent person. Consideration will be given as to any 
connection or prior involvement the appointed investigator may have with the 
member of staff as well as ensuring they have the relevant skills to undertake 
the investigation. A member of the senior management team will never be 
engaged to investigate allegations against the headteacher. 
 

42. The member of staff will be advised of their right to object to any investigator. It 
will be for the chair to determine whether the circumstances of the objection are 
valid and accepted. 
 

43. The member of staff and all witnesses will be interviewed, having been given 
information and advance notice. Notes will be taken during interviews and 
minutes normally produced within two school days. No undertaking of 
confidentiality will be given to witnesses; however, the overall confidentiality of 
the disciplinary process will be respected. 

 
44. The member of staff will be given the opportunity to respond to the allegation 

and will be advised of their right to be accompanied by a work colleague or a 
representative of their trade union at an investigation interview meeting. 
Witnesses may also be accompanied when giving evidence if they so wish. 

 
45. Once the investigation has concluded, the investigating officer will present the 

findings to the headteacher or the chair in a written report, a copy of which will 
be provided to the member of staff. This will be done as soon as practicable 
after the conclusion of the investigation. 

 
46. Based on the evidence and findings in the investigation report the headteacher 

or chair may conclude that: 
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 the allegation is false or unfounded and no further action will be taken 
 matters can be dealt with through informal procedures 
 there appears to be sufficient evidence of lesser misconduct for a hearing 

before the headteacher or chair 
 there appears to be sufficient evidence of lesser misconduct for a hearing 

to take place but, because the member of staff currently has a final written 
warning, the case should be referred to the staff disciplinary and dismissal 
committee 

 there appears to be sufficient evidence that the allegation constitutes 
potential gross misconduct to be considered at a disciplinary hearing 
before the staff disciplinary and dismissal committee. 

 
 
C. Allegations of child abuse ‒ receipt of an allegation 
 
49. Allegations of child abuse will be brought immediately to the attention of the 

headteacher who must inform the chair. The chair will receive allegations 
against the headteacher. 

 
50. The headteacher or chair will immediately discuss the allegation and possible 

action with the local authority designated lead officer for safeguarding in 
education who has responsibility for discharging the local authority’s 
safeguarding duties in terms of education where there is cause to believe that a 
member of staff has harmed a pupil who is registered at the school. 

 
51. Where this discussion concludes that beyond reasonable doubt the allegation is 

not true this decision and the justification for it will be recorded by the 
headteacher/chair and the local authority designated lead officer for 
safeguarding in education, and agreement reached on what information should 
be put in writing to the member of staff. No further disciplinary action will be 
taken. The chair will be informed of this decision. 

 
52. If the initial discussion and assessment indicates that an allegation might be 

true, and there are concerns about the welfare of a child/children, the local 
authority designated lead officer for safeguarding in education will arrange for a 
strategy discussion to take place involving the statutory authorities (i.e. social 
services and/or the police) in accordance with local child protection procedures. 
 

53. The headteacher or chair will inform the member of staff about the allegation as 
soon as possible after consulting the local authority designated lead officer for 
safeguarding in education. However, if a strategy discussion is needed, or 
police or children’s social services need to be involved, no information will be 
given until those agencies have agreed what information can be disclosed to 
the member of staff. 
 

54. At any point the headteacher or chair may suspend the member of staff, on full 
pay, in line with the governing body's agreed procedures. Suspension will not 
be an automatic action but will be informed by a thorough risk assessment, 
which will be documented by the headteacher or chair. Other alternatives such 
as reassignment of duties will be considered and discussed with the local 
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authority designated lead officer for safeguarding in education and the local 
authority HR adviser. Suspensions will be reviewed by the chair (if they are not 
tainted) at intervals of [insert interval]. The decision to extend a suspension, 
and the justification for it, will be reported to the member of staff and the 
governing body. 

 
55. Only the governing body or their delegates (chair of the staff disciplinary and 

dismissal committee or chair of the appeals committee) can end a suspension, 
subject to the necessary delegation (which should be minuted). 

 
56. Once the statutory authorities (e.g. the police and social services) have 

concluded their consideration of the allegation, it will be referred back to the 
governing body to consider the next steps. This will happen even if the statutory 
authorities take the decision not to pursue a criminal investigation. 

 
Referral for an independent investigation 
 
57. Governing bodies must appoint an independent investigator to investigate 

allegations of harm caused to a registered pupil, except where it is satisfied: 
 

 beyond reasonable doubt that the allegation is not true 
 beyond reasonable doubt that there is no evidence to corroborate the 

allegation 
 that the person about whom the allegation was made has admitted to 

having done what has been alleged 
 that the person about whom the allegation has been made has 

subsequently been convicted of a criminal offence in relation to the same 
allegation following criminal proceedings. 

 
A person is not to be regarded as independent if the person is: 

 
 a member of the governing body making the appointment 
 a governor from another school within the federation of schools 
 a parent/carer of a current or former pupil of the school in question 
 a current or former member of staff of the school 
 a member or employee of the local authority that maintains the school 
 a trustee of the school 
 a member of the appropriate diocesan authority for the school 
 the body that appoints the foundation governors to the school governing 

body. 
 
58. The governing body must not appoint an independent investigator until: 

 
 the local authority has notified the governing body that it has discussed 

the allegation with all appropriate parties 
 the statutory authorities have notified the governing body that: 

(i) they have each concluded their investigation (if any) 
(ii) any criminal proceedings have been discontinued or concluded  
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 the governing body has consulted with: 
(i) the local authority designated lead officer for safeguarding in 

education 
(ii) the headteacher (unless the allegation is made against them). 
 

59. If there is any reasonable doubt or agreement cannot be reached the allegation 
will follow the gross misconduct procedures and will be independently 
investigated. 

 
60. The independent investigator will set the parameters of the investigation and 

interview all witnesses in order to ensure a completely impartial and unbiased 
investigation is carried out. The report will not contain any personal views or 
comments, conclusions or recommendations as these are matters for the 
committee to determine. 

 
61. The completed report will be given to the chair who will give a copy to the 

headteacher, or delegate if the allegation is about the headteacher. The chair 
will keep the report safely stored and inform the clerk that a disciplinary 
committee hearing is required. They will also liaise with the local authority HR 
adviser over the date of the hearing, distribution of papers and the members of 
the staff disciplinary and dismissal committee. 

 
62. The chair will ensure that all relevant papers, including the full investigation 

report, are sent to the member of staff, their union representative or work 
colleague (if requested), the person presenting the case against the member of 
staff, members of the staff disciplinary and dismissal committee and local 
authority within the timescales set out in this procedure. 

 
63. No evidence will be removed by any party from the investigation report. 
 
Appointment of an independent non-governor member on staff disciplinary 
and dismissal committees and staff disciplinary and dismissal appeals 
committees dealing with allegations of child abuse involving registered pupils 
 
64. The staff disciplinary and dismissal committee and the staff disciplinary and 

dismissal appeals committee will each have at least two governors plus an 
independent non-governor with voting rights (as required in law). The appeals 
committee may have more governors but membership of the committees will 
not overlap. 

 
65. A disciplinary hearing will be held as soon as it can be arranged by the clerk to 

the staff disciplinary and dismissal committee even if the member of staff has 
subsequently resigned, or is on sick leave if this is for an indeterminate period 
of time and the committee deems it appropriate and necessary. 

 
66. The member of staff will be provided with a copy of the agreed disciplinary and 

dismissal procedure and informed in writing of: 
 
 the date, time and place for the disciplinary hearing 
 details of the allegation(s) together with any supporting document 
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 names of any witnesses to be called if appropriate 
 name of the adviser to the headteacher or chair 
 a copy of the up-to-date procedure 
 their right to be accompanied by a work colleague or a representative of 

their trade union 
 the purpose of the hearing and the range of possible outcomes 
 the membership of the staff disciplinary and dismissal committee and the 

staff disciplinary and dismissal appeals committee 
 the name of the person presenting the case against the member of staff 
 the date by which all relevant documentation must be returned to the 

clerk. 
 

67. The clerk will arrange for the documentation from both parties to be distributed 
to the member of staff and their representative prior to the hearing, including 
up-to-date procedures, in accordance with the timescales set out in this 
procedure. In accordance with the law, all papers will be issued at least five 
working days prior to the hearing. 

 
68. The staff member will be afforded the right to object to any member of the 

committee or the independent member on the basis of evidence that calls into 
question their ability to act impartially in the circumstances of the case. 
Objections should be sent to the chair and it will be for the chair to decide 
whether an objection is upheld. 

 
The hearing 
 
69. The hearing will be conducted in a fair manner with all parties having the 

opportunity to present evidence and call and question witnesses. There will 
also be an opportunity for the presenting officer and the member of staff and/or 
their trade union representative/work colleague to summarise their case. The 
clerk to the governing body will be present to record the hearing in detail. 
 

70. There will be an opportunity for the staff disciplinary and dismissal committee to 
receive advice after which members of the committee will be left alone with the 
clerk to discuss the evidence and make their decision. 

 
Decision reached after the hearing has taken place for all gross misconduct 
allegations 
 
71. Having considered all the evidence and taken into account advice provided the 

staff disciplinary and dismissal committee will make their decision, their options 
including specifying required training and development, relegation to a lower 
grade, an oral warning, a written warning, a final written warning or dismissal 
and referral to the Education Workforce Council and Disclosure and Barring 
Service. 

 
72. Where possible this decision will be given verbally at the end of the hearing. 

The committee's decision will also be given in writing to the member of staff as 
soon as possible after the hearing. The member of staff will also be informed of 
their right to appeal and the timescale within which this must be made. 
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73. Details of allegations found not to be upheld will be removed from the 

personnel records for the member of staff. However, for upheld allegations, a 
clear and comprehensive summary of the allegation, details of how the 
allegation was followed up and resolved, and a note of any action taken and 
decisions reached, will be kept on the confidential personnel file of the member 
of staff for the relevant period of time. A copy of this documentation will also be 
provided to the member of staff. 

 
Suspension 
 
74. Suspension (or other action such as redeployment to another post outside of 

school) pending disciplinary proceedings may be considered for gross 
misconduct allegations where: 
 
 it appears to be necessary to exclude the member of staff from the school, 

for the protection of pupils, other staff or property, or for the orderly 
conduct of the school 

 the continued presence at work of the member of staff would be an 
obstacle to proper investigation of the allegations made against that 
member of staff. 

 
75. Suspension will not be used in a punitive way and will be on full pay and 

without loss of emoluments. The member of staff will be called to an interview 
with the headteacher or chair before a suspension is implemented. Written 
notice will be given to all relevant parties following a decision to suspend.  

 
76. The decision to suspend can be taken by the headteacher or the chair but only 

the governing body can end a suspension. The governing body may delegate 
this responsibility to the chair, the chair of the staff disciplinary and dismissal 
committee or the chair of the staff disciplinary and dismissal appeals 
committee. This decision will be minuted. 

 
77. Before taking a decision to suspend or take other action the headteacher or 

chair will seek advice from the LA HR adviser and/or diocesan authority if 
appropriate. For child abuse allegations the advice of the local authority 
designated lead officer for safeguarding in education and any statutory 
authorities that are involved, i.e. police or LA social services, will also be 
considered. The continued effect of the suspension will be kept under review by 
the chair and the outcome of the review reported to the member of staff and the 
governing body. 

 
Disciplinary hearing ‒ appeal 
 
78. A member of staff is entitled to appeal against a decision of the staff disciplinary 

and dismissal committee or the headteacher or chair (in respect of sanctions 
imposed under the lesser misconduct process). The notice of the intention and 
grounds for appeal needs to be lodged with the clerk to the staff disciplinary 
and dismissal appeals committee within the specified time limit set out in this 
procedure. 
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79. The appeal for both lesser and gross misconduct allegations will be heard by 

the disciplinary and dismissal appeals committee within a specified time set out 
in this procedure. Appeal hearings will focus on the issues set out in the appeal 
notification and may not always take the form of a complete rehearing. The 
form of the disciplinary appeal hearing will be a matter for the staff disciplinary 
and dismissal appeals committee to decide based on the nature of the appeal 
and any comments made. The member of staff will be given notice of the date 
and time of the appeal hearing. Agreeable times and dates will be arranged for 
all parties concerned where possible. 

 
80. The staff disciplinary and dismissal appeals committee will come to one of three 

conclusions after considering all the facts presented to it, including any new 
evidence. These are to  
 
 uphold the decision of the staff disciplinary and dismissal committee or 

headteacher or chair (in respect of lesser misconduct proceedings)  
 impose a lesser penalty 
 conclude that no disciplinary action should be taken against the member 

of staff. 
 

81. The staff disciplinary and dismissal appeals committee will not impose a more 
severe penalty than that imposed by the headteacher or chair (in respect of the 
headteacher in lesser misconduct cases) or the staff disciplinary and dismissal 
committee (in gross misconduct cases). 

 
82. The decision of the staff disciplinary and dismissal appeals committee will be 

final and the staff member will be informed in writing. 
 
83. The member of staff will be given a copy of the minutes of the appeal hearing 

and a copy of the staff disciplinary and dismissal appeals committee’s 
conclusions. 

 
84. If, as the result of an appeal, no disciplinary action is taken, all details thereof 

will be expunged from the member of staff’s personnel file and they will be 
informed accordingly. The member of staff will be given a copy of the minutes 
of the appeal hearing and a copy of the staff disciplinary and dismissal appeals 
committee’s conclusions. 

 
Absence due to illness  
 
85. If the staff member is absent due to sickness, the staff disciplinary and 

dismissal committee may decide to postpone the hearing. However, where the 
staff member may be absent for an indeterminate period, the staff disciplinary 
and dismissal committee can decide to hold the hearing. Where this decision is 
made the chair of the staff disciplinary and dismissal committee will inform the 
member of staff and offer the opportunity for a representative to attend in their 
place (i.e. a union representative or work colleague) or submit written evidence 
to present their case. The representative will have the same opportunity as the 
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staff member to present evidence, call witnesses and sum up the staff 
member’s case. 

 
Summary 

 
86. In adopting this procedure the governing body has taken due regard of advice 

and guidance from the local authority and the Welsh Government in their 
circulars on Disciplinary and dismissal procedures for school staff guidance and 
Safeguarding children in education: handling allegations of abuse against 
teachers and other staff. It has also consulted the local trade union 
representatives. 
 

87. The governing body will also consult further before any amendments are made 
to this disciplinary procedure. 

 
Signed by chair of governors on behalf of the governing body: .......................……….. 
 
Date approved: …………....…Date of review: …………....… (by full governing body) 
 
Date sent to local authority: …………………… 
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Annex E: Model letters  
 
This annex contains sample letters for schools and governing bodies to use at 
various stages of the staff disciplinary process. 
 
Letter (i) Lesser misconduct ‒ sample letter for headteacher or 
chair to send to member of staff informing them that an allegation 
has been made 
 
Date 
 
Dear  
 
Allegation made on [insert date] 
 
On [insert date] I received a letter from [insert name] making an allegation of 
misconduct against you. 
 
It is alleged that on [insert date] at [insert time] you – [insert details of 
allegation]. 
 
As set out in the governing body’s agreed staff disciplinary procedures I am 
arranging for this matter to be investigated and you will shortly receive a letter 
inviting you to a meeting with the investigator. 
 
I am also enclosing a copy of the governing body’s staff disciplinary procedure which 
sets out your rights, including the right to be accompanied by a work colleague or a 
representative of your trade union at all meetings held in connection with any 
disciplinary action. 
 
Yours sincerely 
 
Headteacher (or chair of governors if the allegation is about the headteacher.) 
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Letter (ii) Gross misconduct ‒ sample letter for headteacher or 
chair to send to member of staff informing them that an allegation 
has been made  
 
Date 
 
Dear  
 
Allegation made on [insert date] 
 
On [insert date] I received a letter from [insert name] making an allegation of 
misconduct against you. 
 
It is alleged that on [insert date] at [insert time] you [insert details of allegation]. 
 
As set out in the governing body’s agreed staff disciplinary procedures I am 
arranging for this matter to be investigated, and you will shortly receive a letter 
inviting you to a meeting with the investigator. 
 
I am also enclosing a copy of the governing body’s staff disciplinary procedure which 
sets out your rights, including the right to be accompanied by a work colleague or a 
representative of your trade union at all meetings held in connection with any 
disciplinary action. 
 
Yours sincerely 
 
Headteacher (or chair of governors if the allegation is about the headteacher) 
 
 
**Or the following for allegations of harm caused to a child** 
 
 
Date 
 
Dear  
 
Allegation made on [insert date] 
 
On [insert date] I received a letter from [insert name] making an allegation of 
misconduct against you.  
 
It is alleged that on [insert date] at [insert time] you [insert details of allegation]. 
 
This allegation includes behaviours which amount to potential child abuse. As I am 
required in law, I have referred the matter to the local authority designated lead 
officer for safeguarding in education who has responsibility for discharging the local 
authority’s safeguarding duties in terms of education. They have referred the matter 
to the statutory authorities and I am awaiting their advice as to the next stage and 
what information I can give you about the allegation. 
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I am also enclosing a copy of the governing body’s staff disciplinary procedure which 
sets out your rights, including the right to be accompanied by a work colleague or a 
representative of your trade union at all meetings held in connection with any 
disciplinary action. 
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Letter (iii) Sample letter inviting a member of staff to attend an 
investigation meeting in respect of misconduct allegations  
 
Date 
 
Dear 
 
Ref: Investigation meeting on [insert date] 
 
I refer to my letter dated [insert date] notifying you about an allegation that has been 
made against you. 
 
I write to request your attendance at an investigation meeting with [insert name] 
who is investigating the allegations made against you, as below: 
 
a. [insert details of the allegations] 
b. [insert details of the allegations] 
c. [insert details of the allegations] 
 
The meeting will be held on [insert date] at [insert location]. 
 
You are entitled to be accompanied by a work colleague or trade union 
representative. 
 
Yours sincerely 
 
Headteacher (or chair of governors if allegation is about the headteacher) 
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Letter (iv) Sample letter inviting a witness to attend an investigation 
meeting in respect of misconduct allegations  
 
Date 
 
Dear 
 
An allegation has been made against [insert name]. 
 
I am writing to request your attendance at an investigation meeting with [insert 
name] who is investigating the allegation as you were a witness to the incident of 
[insert details of allegation], which took place on [insert date] at [insert time] 
 
The meeting will be held on [insert date] at [insert location]. 
 
[Select one of the following:]  
 
[For a member of staff] 
As a member of staff you are entitled, if you wish, to be accompanied by a work 
colleague or trade union representative.  
 
[Or for a witness that is not a member of staff] 
You may be accompanied by a friend if you wish. 
 
Yours sincerely 
 
Headteacher (or chair of governors if the allegation is about the headteacher) 
 
 
**Alternative letter for the investigator to send** 
 
 
Date 
 
Dear 
 
I have been appointed by the headteacher/chair of governors to investigate 
allegations made against [insert name], a member of staff at [insert name] school. 
 
I have been informed that you were a witness to the incident of [insert details of 
allegation], which took place on [insert date] at [insert time], and am inviting you 
to meet with me to give me your version of events/witness statement. 
 
I suggest we meet at [insert time/date] if this is convenient for you. If not, please 
contact me and let me know.  
 
Yours sincerely 
 
Investigator 
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Letter (v) Sample letter to a witness to request their attendance at a 
disciplinary hearing for either lesser or gross misconduct 
 
Hearing in respect of lesser misconduct allegations before the headteacher (or 
chair if the allegation is about the headteacher). 
 
Date 
 
Dear 
 
Re: Disciplinary hearing on [insert date] 
 
I am writing to inform you that you are required to attend as a witness at the 
disciplinary hearing of [insert name]. The hearing will take place on [insert date] 
and will commence at [insert time]. 
 
I have received a copy of the investigation report and will be hearing evidence 
concerning the allegation(s). 
 
Should you wish to discuss this matter please feel free to contact me on the above 
number. 
 
Yours sincerely 
 
Headteacher (or chair of governors if allegation is about the headteacher) 
 
Sample letter for gross misconduct allegations to be heard by the governing 
body staff disciplinary and dismissal committee 
 
Date 
 
Dear 
 
Re: Disciplinary hearing on [insert date] 
 
I am writing to inform you that you are required to attend as a witness at the 
disciplinary hearing of [insert name]. The hearing will take place on [insert date] 
and will commence at [insert time]. 
 
The governing body staff disciplinary and dismissal committee will be hearing 
evidence concerning the allegation(s). 
 
Should you wish to discuss this matter please feel free to contact me on the above 
number. 
 
Yours sincerely 
 
Chair of the staff disciplinary and dismissal committee or clerk to the staff disciplinary 
and dismissal committee  
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Letter (vi) Sample letter to the member of staff to request their 
attendance at a disciplinary hearing for either lesser or gross 
misconduct 
 
Lesser misconduct allegations would be heard by the headteacher (or chair if 
allegations are about the headteacher). 
 
Date 
 
Dear 
 
Re: Disciplinary hearing on [insert date] 
 
I am writing to inform you that you are required to attend a disciplinary hearing into 
allegations made against you on [insert date] which, if proved, would amount to 
lesser misconduct under the school’s disciplinary policy. The hearing will take place 
on [insert date] and will commence at [insert time]. 
 
I will be hearing evidence concerning the(se) allegation(s). 
 
You are also entitled to be accompanied by a work colleague or trade union 
representative. 
 
Should you wish to discuss this matter please feel free to contact me on [insert 
details]. 
 
Yours sincerely 
 
Headteacher (or chair of governors if the allegation is about the headteacher)  
 
 
Gross misconduct allegations to be heard before the staff disciplinary and 
dismissal committee 
 
Date 
 
Dear 
 
Re: Disciplinary hearing on [insert date] 
 
I am writing to inform you that you are required to attend a disciplinary hearing 
before the staff disciplinary and dismissal committee into allegations made against 
you on [insert date] which, if proved, would amount to gross misconduct under the 
school’s disciplinary policy. The hearing will take place on [insert date] and will 
commence at [insert time]. 
 
You are also entitled to be accompanied by a work colleague or trade union 
representative. 
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Should you wish to discuss this matter please feel free to contact me on [insert 
details]. 
 
Yours sincerely 
 
Chair or clerk of the staff disciplinary and dismissal committee  
 
Both letters should also include: 
 
 details of the allegation(s) and any supporting documents 
 the names of any witnesses being called 
 the name of the adviser to the headteacher or chair of governors 
 a copy of the up-to-date procedures 
 the purpose of the hearing and possible outcomes 
 the name of the person presenting the case against the member of staff 
 the date by which all relevant documentation must be sent to the clerk to the 

governing body 
 information about the right to produce written statements (which will be 

circulated to all parties in advance of the hearing), to ask questions relating to 
any written statements, and to state their case in person and/or through a 
representative 

 details of the possible sanctions that could apply 
 the membership of the staff disciplinary and dismissal committee and the 

appeals committee (for a staff disciplinary and dismissal committee hearing for 
gross misconduct). 

 
Plus the member of staff’s right to: 

 
 produce written statements and/or other evidence which will be circulated to all 

parties in advance of the hearing 
 ask questions relating to any written statements and/or other evidence so 

produced 
 state their case in person and/or through a representative 
 produce witnesses 
 be accompanied by a work colleague or a representative of the member of 

staff’s trade union. 
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Letter (vii) Sample letter: lesser misconduct ‒ conclusion of a 
disciplinary hearing with the headteacher (or chair if allegations are 
about the headteacher) 
 
Notice of final written warning 
 
Date 
 
Dear 
 
Final written warning 
 
I refer to the disciplinary hearing before me, which you attended on [insert date]. I 
am writing to confirm the decision taken that you be given a final written warning 
under the provisions of the school’s staff disciplinary procedure. 
 
The unsatisfactory conduct in respect of which this warning is given was [insert 
details]. 
 
The conduct/improvement expected is: 
 
[insert details] 
[insert details] 
[insert details] 
 
This warning will be placed on your personal file, but will be disregarded for 
disciplinary purposes after a period of [insert number] months, subject to the 
maintenance of satisfactory conduct. For the avoidance of doubt, this means that this 
warning will remain in effect until [insert date]. 
 
The likely consequence of further misconduct/insufficient improvement [delete as 
appropriate] during the period of this final written warning is that more formal action 
will be taken through the governing body’s staff disciplinary and dismissal committee 
which may result in your dismissal. 
 
You have the right of appeal against this decision in writing to the clerk of the 
governing body within [insert number] working days of receipt of this letter. Your 
letter should clearly set out the grounds of your appeal. 
 
Yours sincerely 
 
Headteacher (or chair of governors if allegation is about the headteacher) 
  



92 
 

Letter (viii) Sample letter: lesser misconduct ‒ conclusion of a 
disciplinary hearing with the headteacher/chair (if allegation is 
about the headteacher) 
 
Oral warning/written warning/training and/or development 
 
Date 
 
Dear 
 
Oral warning/written warning/training and/or development 
 
I refer to the disciplinary hearing before me, which you attended on [insert date]. I 
am writing to confirm the decision taken that you be given an oral warning/written 
warning/training and/or development under the provisions of the staff disciplinary 
procedure. 
 
The unsatisfactory conduct in respect of which this warning/training/development 
arrangement is given was [insert details]. 
 
The conduct/improvement expected is: 
 
[insert details] 
[insert details] 
[insert details]. 
 
This warning will be placed on your personal file, but will be disregarded for 
disciplinary purposes after a period of [insert number] months, subject to the 
maintenance of satisfactory conduct. For the avoidance of doubt, this means that this 
warning will remain in effect until [insert date]. 
 
The likely consequence of further misconduct or insufficient improvement during the 
period of this warning may be further disciplinary action which could result in a final 
written warning or a referral to the staff disciplinary and dismissal committee where 
dismissal may be an outcome. 
 
You have the right of appeal against this decision and your appeal should be made 
in writing to the clerk of the governing body within [insert number] working days of 
receiving this disciplinary decision. Your letter should include the grounds of your 
appeal. 
 
You may specify your preference for a full rehearing, including the grounds or 
whether the appeal is to focus on specific issues. However, the decision on the 
format of the appeal will be for the staff disciplinary and dismissal appeals committee 
to take, having considered your wishes. 
 
Yours sincerely 
 
Headteacher (or chair of governors if allegation is about the headteacher) 
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Letter (ix) Sample letter: lesser misconduct ‒ notice of appeal 
hearing with the staff disciplinary and dismissal appeals committee 
 
Date 
 
Dear 
 
Invitation to attend a staff disciplinary appeal hearing 
 
You have appealed against the training/development/oral warning/written 
warning/final written warning [delete as appropriate] given to you by the 
headteacher [or chair in respect of the headteacher], and which was confirmed in 
writing to you on [insert date]. 
 
The appeal hearing will take place on [insert date] at [insert place] at [insert time], 
as agreed. It will be conducted by the staff disciplinary and dismissal appeals 
committee of the governing body. 
 
You have the right to be accompanied by a work colleague or trade union 
representative. If your chosen representative is unable to attend the appeal hearing 
at the time given above, you may propose another date and time for the meeting to 
take place. 
 
The timescale for issuing committee papers set out in the Government of Maintained 
Schools (Wales) Regulations 2005 is at least five clear working days prior to the 
meeting. You should therefore ensure that a copy/copies/agreed bundles of any 
written submissions, upon which you wish to rely at the appeal hearing, are 
submitted in time for the papers to be distributed at least five clear working days 
before the hearing. The information must also include the names of any witnesses 
that will be attending on your behalf. 
 
The members of the staff disciplinary and dismissal appeals committee are [insert 
names]. 
 
The decision of this appeal hearing is final and there is no further internal right of 
review. The possible outcomes from the appeal hearing are: 
 
[insert details]. 
 
If there is any aspect of this letter or of the staff disciplinary procedure, to the extent 
that it applies to you, that requires further clarification, please contact me. 
 
Yours sincerely 
 
Clerk of the governing body’s staff disciplinary and dismissal appeals committee  
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Letter (x) Sample letter: lesser misconduct ‒ conclusion of an 
appeal hearing before a governing body staff disciplinary appeals 
committee against the training/development/verbal warning/written 
warning given by the headteacher or chair  
 
Date 
 
Dear 
 
Confirmation of outcome of staff disciplinary appeal hearing 
 
You appealed against the decision made at the disciplinary hearing held on [insert 
date] when you were given a [insert details] warning/training/development in 
accordance with the staff disciplinary procedure. The appeal hearing, before the 
governing body staff disciplinary and dismissal appeals committee, was held on 
[insert date]. 
 
I am now writing to confirm the decision taken by the staff disciplinary and dismissal 
appeals committee, which is that the decision of [insert details] stands/the decision 
of [insert details] is to be revoked [amend as appropriate ‒ specify if no 
disciplinary action is being taken or what the new disciplinary action is]. 
 
You have now exercised your right of appeal under the staff disciplinary procedure. 
The decision of the appeal hearing is final and there is no further internal right of 
review. 
 
Yours sincerely 
 
Clerk to the governing body staff disciplinary and dismissal appeals committee 
 
Please note: if the headteacher appeals against a warning given or any action 
suggested by the chair of governors under lesser misconduct procedures, the 
appeal would also be heard by the staff disciplinary and dismissal appeals 
committee. 
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Letter (xi) Sample letter: gross misconduct ‒ notice of a 
disciplinary hearing before the staff disciplinary and dismissal 
committee 
 
Date 
 
Dear 
 
Invitation to attend a staff disciplinary and dismissal committee hearing on 
[insert date] 
 
I am writing to advise you that as a result of the investigation into allegations that 
[insert details], your attendance is required at a formal disciplinary hearing before 
the governing body staff disciplinary and dismissal committee. If the allegation(s) 
is/are proven this could lead to the issuing of a written warning/final written warning 
or the termination of your employment. 
 
The hearing will take place on [insert date] at [insert place] at [insert time], as 
agreed. It will be conducted by the staff disciplinary and dismissal committee of the 
governing body. The names of the committee members are [insert names]. 
 
You have the right to be accompanied by a work colleague or trade union 
representative. If your chosen representative is unable to attend the hearing at the 
time given above, you may propose another date and time for the meeting to take 
place within five days of the date suggested in this letter for the hearing. 
 
You also have the right to provide written submissions and to invite witnesses to give 
evidence in support of your case. The timescale for issuing committee papers set out 
in the Government of Maintained Schools (Wales) Regulations 2005 is five clear 
working days prior to a meeting. You should therefore ensure that a 
copy/copies/agreed bundles of any written submissions upon which you wish to rely 
at the hearing are submitted in time to meet this deadline. The information should 
also include the names of any witnesses that will be attending on your behalf. 
 
I confirm that [insert name], who will be the presenting officer, has indicated that the 
following witnesses will be attending the hearing as part of the management case 
[insert details]. 
 
You will also have the right to appeal against the decision of the staff disciplinary and 
dismissal committee. 
 
If there are any aspects of this letter or the staff disciplinary procedure, to the extent 
that it applies to you, that requires further clarification, please contact me. 
 
Yours sincerely 
 
Clerk of the governing body’s disciplinary and dismissal committee 
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Letter (xii) Sample letter: gross misconduct ‒ conclusion from a 
disciplinary hearing with the staff disciplinary and dismissal 
committee 
 
Date 
 
Dear 
 
Specified training and/or development/oral warning/written warning/final 
written warning/confirmation of decision to dismiss you from your 
employment [delete as appropriate] 
 
You attended a disciplinary hearing before the governing body on [insert date] into 
allegations that [insert details]. I am writing to confirm the decision taken that you 
be given specified training and/or development; or oral warning/written warning/final 
written warning [delete as appropriate]; or that you be dismissed in accordance with 
the staff disciplinary procedure. 
 
[A. The following words should be used for any sanction other than dismissal. 
This applies to any category of school.] 
 
[Either] 
The training and development requirements identified are [insert details]. A letter 
confirming these training and development requirements will be placed on your 
personal file but will be disregarded after a period of [insert details], i.e. [insert 
actual date of expiry] provided the required training and development has been 
satisfactorily undertaken. 
 
[Or] 
This oral/written/final written [delete as appropriate] warning will be placed on your 
personal file but will be disregarded for disciplinary purposes after a period of [insert 
number] months, i.e. [insert actual date of sanction expiry], provided that [list 
the behaviours or improvements required or to be achieved within the life of 
this warning]. 
 
You have the right of appeal against this decision and your appeal should be made 
in writing to the clerk of the governing body within [insert number] working days of 
receiving this disciplinary decision. Your letter should include the grounds of your 
appeal. 
 
[B. The following words should be used for a sanction of dismissal] 
 
For community, community special and voluntary controlled schools and 
maintained nurseries the LA will issue the notice of dismissal within 14 
working days of being notified of the decision of the staff disciplinary and 
dismissal committee or the staff disciplinary and dismissal appeals committee. 
 
The staff disciplinary and dismissal committee considered all the information 
received and the reason for recommending to the LA your dismissal is as follows: 
[insert the reasons for dismissal]. 
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You have the right of appeal against this decision and your appeal should be made 
in writing to the clerk of the governing body within [insert number] working days of 
receiving this disciplinary decision. Your letter should include the grounds of your 
appeal. 
 
Yours sincerely 
 
Clerk to the governing body’s staff disciplinary and dismissal committee  
 
For voluntary aided and foundation schools the governing body is the 
employer and will terminate the contract of employment.  
 
The staff disciplinary and dismissal committee considered all the information 
received and the reason for your dismissal is as follows: [insert the reasons for 
dismissal]. 
 
You have the right of appeal against this decision and your appeal should be made 
in writing to the clerk of the governing body within [insert number] working days of 
receiving this disciplinary decision. Your letter should include the grounds of your 
appeal.  
 
Yours sincerely 
 
Clerk of the governing body’s disciplinary and dismissal appeals committee 
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Letter (xiii) Sample letter: gross misconduct ‒ notice of appeal 
hearing before the staff disciplinary and dismissal appeals 
committee 
 
Date 
 
Dear 
 
Invitation to attend disciplinary appeal hearing 
 
You have appealed against the written warning/final written warning/dismissal 
[delete as appropriate] confirmed in writing to you on [insert date]. 
 
The appeal hearing will be a full rehearing/or some other arrangement 
[delete/specify as appropriate]. Your views about the form of the appeal have 
been taken into account. The hearing will take place on [insert date] at [insert 
place] at [insert time], as agreed. It will be conducted by the staff disciplinary and 
dismissal appeals committee of the governing body. The members of the staff 
disciplinary and dismissal appeals committee are [insert names]. 
 
You have the right to be accompanied by a work colleague or trade union 
representative. If your chosen representative is unable to attend the appeal hearing 
at the time given above, you may propose another date and time for the meeting to 
take place. 
 
The timescale for issuing committee papers set out in the Government of Maintained 
Schools (Wales) Regulations 2005 is five clear working days prior to a committee 
meeting. You should therefore ensure that a copy/copies/agreed bundles of any 
written submissions upon which you wish to rely at the appeal hearing are submitted 
in time to meet this deadline. The information should also include the names of any 
witnesses that will be attending on your behalf.  
 
The decision on this appeal hearing is final and there is no further internal right of 
review. The possible outcomes from the appeal hearing are [insert details]. 
 
If there is any aspect of this letter or the staff disciplinary procedure, to the extent 
that it applies to you, that requires further clarification, please contact me. 
 
Yours sincerely 
 
Clerk of the governing body’s disciplinary and dismissal appeals committee 
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Letter (xiv) Sample letter: gross misconduct ‒ conclusion of the 
appeal hearing against warning/dismissal 
 
Date 
 
Dear 
 
Confirmation of outcome of disciplinary appeal hearing before the staff 
disciplinary and dismissal appeals committee 
 
You appealed against the decision made at the disciplinary hearing held on [insert 
date] when you were given a [insert details] warning/or you were dismissed [delete 
as appropriate], in accordance with the staff disciplinary procedure. The appeal 
hearing was held on [insert date]. 
 
I am now writing to confirm the decision taken by the appeals committee who 
conducted the appeal hearing. The decision of [insert details] stands/is to be 
revoked [amend as appropriate ‒ specify if no disciplinary action is being taken 
or what the new disciplinary action is]. 
 
You have now exercised your right of appeal under the staff disciplinary procedure. 
The decision on the appeal hearing is final and there is no further internal right of 
review. 
 
Yours sincerely 
 
Clerk of the governing body’s disciplinary and dismissal appeals committee 
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Letter (xv) Sample letter: misconduct ‒ inviting member of staff to a 
suspension meeting or reassignment of duties/working from home, 
etc. 
 
Date 
 
Dear 
 
Possible suspension from duty or reassignment of duties/working from 
home/undertaking work not involving contact with pupil. 
 
You have been informed that an allegation has been made against you concerning 
[insert details].  
 
Given the seriousness of the allegation I am inviting you to attend a meeting with me 
on [insert date] at [insert time] at [insert location] where I will consider whether 
suspension from duty [or other option] is appropriate. You have the right to be 
accompanied by a work colleague or a representative of your union. 
 
At this meeting I will provide you with as much information as I can about the 
allegation and you will be given an opportunity to make representations before I 
make my decision. 
 
I am also enclosing a copy of the school’s staff disciplinary procedure. Please read 
the section entitled ‘Suspension’ as this details all the conditions relevant to you and 
your employment status, should you be suspended from your place of work. 
 
Yours sincerely 
 
Headteacher (or chair of governors if the allegation is about the headteacher) 
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Letter (xvi) Sample letter: misconduct ‒ confirming suspension 
from duty or other action following suspension meeting  
 
Date 
 
Dear 
 
Suspension from duty with effect from [insert date] or Reassignment of 
duties/working from home/undertaking work not involving contact with pupil, 
etc. 
 
[Either] 
Thank you for attending the meeting today. In accordance with the governing body’s 
agreed staff disciplinary procedure I am writing to confirm your suspension from duty 
as from [insert date] pending the current investigation into the misconduct allegation 
[insert details]. [Insert name] has been assigned the role of investigating officer. 
 
[Or] 
 
[This alternative wording may be suitable where child abuse allegations have 
been raised and are held in abeyance pending investigation by the statutory 
authorities] 
 
Thank you for attending the meeting today. I am writing to confirm your suspension 
from duty as from [insert date]. In accordance with the governing body’s agreed 
staff disciplinary procedure, I shall write to you again when I am in a position to be 
able to confirm who has been appointed to the role of investigating officer.  
 
You will be contacted in the near future to attend a meeting, so that you may be 
given the opportunity to comment and provide a statement to the investigating officer 
on the above allegation. 
 
I would like to remind you that the act of suspension is a neutral act and is not 
disciplinary action and does not imply a presumption of guilt, but given the nature of 
the allegations against you I consider it necessary that you should not remain in 
school at this time.  
 
Please provide your written undertaking that you will not contact other members of 
staff or visit your place of work during the suspension period, unless authorised in 
advance by myself or the headteacher. 
 
I am mindful of the isolation suffered by some members of staff who find themselves 
in such circumstances ‒ I will make arrangements for the LA occupational health unit 
to contact you directly to offer you any support and any help required. For further 
support or advice during this time, please contact [insert name] at [insert name] 
authority. 
 
The continued effect of the suspension will be kept under review and I will write to 
you to notify you if it is considered that the suspension should continue or should 
come to an end, and the reasons for that decision. 
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Notwithstanding the above, I hope that matters can be concluded promptly under the 
provisions of the school’s disciplinary procedure. 
 
 
Sample letter for alternative to suspension 
 
Thank you for attending the meeting today to consider the immediate arrangements 
for your employment while the allegations against you are being investigated and 
dealt with. In accordance with the staff disciplinary procedure, I am writing to confirm 
that [choose one of the following or insert another option] you have been 
reassigned to other duties [give details]/arrangements have been made for you to 
work from home/arrangements have been made for you to work at [give details]. 
 
 
[Optional] 
I understand you are a member of [insert name] union and that you may wish your 
representative/work colleague to be party to all correspondence we send to you. I 
would be grateful if you could let me know who your representative will be by return 
post. I have included a prepaid envelope for this purpose. 
 
I will also be informing the local authority of your suspension (and the chair if the 
headteacher has imposed the suspension). 
 
Yours sincerely  
 
Chair of the governing body/headteacher 
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Letter (xvii) Sample letter: gross misconduct ‒ ending suspension  
 
Please note: this letter can be signed by the chair of governors, vice chair or 
another governor such as the chair of the staff disciplinary and dismissal 
committee or the chair of the staff disciplinary and dismissal appeals 
committee if authority has been delegated by the governing body. 
 
Date 
 
Dear 
 
[Either] 
 
This letter is to confirm that your suspension implemented on [insert date] is now 
ended. You will be contacted shortly about arrangements for you to start work again. 
 
[Or] 
 
This letter is to confirm that your alternative working conditions implemented on 
[insert date] will cease from [insert date]. You will be contacted shortly about 
arrangements for you to commence your normal work again. 
 
Yours sincerely 
 
Chair or governors (or any other governing body delegate that has been delegated 
responsibility) 
 
 
 
 


