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Description automatically generated]Disciplinary Policy
All staff are expected to conduct themselves professionally when in work or representing The Willow Tree. This equates to following all of the settings policies and procedures to the best of one’s abilities. Should an employee lack understanding, skills or ability to carry out a policy, they must make this clear to the setting manager in writing as soon as it is apparent.
Staff well-being is important to the setting and the success of the business however must come second to the well-being of the children we care for. Wherever possible the manager must make all necessary reasonable adjustments in line with any well-being considerations brought to the attention of the manager, however, not to hinder the policies and procedures in place. Staff are employed to care for and safeguard children, in line with policy and procedures, EYFS and law, if they are unable to do so, they must declare themselves unsuitable to work with children at that time.
During the first three months of employment all staff are expected to read all of the settings policies and procedures, these being:
The Employee Handbook
Safeguarding
Accidents, Incidents and Emergencies
Attendance
Behaviour
Complaints
Cyber Security
Data Protection
Equality and Diversity
Health and Safety
Health and Hygiene
Keeping children safe in the setting
Medical Policy
Safer Recruitment
SEND
(Policies and procedures can be located on the staff Padlet, company website and in the office of the setting).
The Willow Tree requires open and honest communication between employees and employer, failure to provide true and accurate information throughout employment would deem a person unsuitable to work at our setting. 
Staff should ensure they represent themselves to the outside world with care and consideration. Actions outside of work that effect a person’s suitability will be treated as stated in this document. The outside world includes all forms of social media. 
The setting will adhere to safer recruitment at the start of one’s employment and continually throughout one’s employment. Disciplinary action will be taken against an employee who: fails to meet the expectations of all policies and procedures set by the setting, proceeds in criminal activity, misrepresentation, bullying and slander, damaging effects for the business, damaging business property, punishment of a child, harming a child, acting in a way which could harm a child. 
Staff are prohibited from making any negative or damaging comments about the business on any platform, as is the business about an employee. All staff are held responsible for reporting any known acts of damaging comments/post etc to the nursery manager or director.
Any conduct that may deem a person unsuitable to work with children, will be reported to LADO prior to investigation, to Ofsted with outcomes and findings, a referral will be to DBS if the investigation suggests someone has acted in a way to harm a child and/or is unsuitable to work with children. This is in accordance with the law and the EYFS. The setting will not be held accountable for any action taken by LADO, Ofsted or DBS or any results which may affect one’s future employment within the industry. All legitimate concerns and/or referrals will be disclosed on references supplied by the setting. 
Any person deemed unsuitable to work with children will no longer be permitted to work at The Willow Tree.
What could make a person unsuitable to work with children, these are examples and not an exhausted list:
· An investigation carried out by management proving unsuitability.
· Evidence to prove a breach of policy and procedure.
· A complaint/allegation proves unsuitability.
· Personal circumstances of criminal activity changes.
· DBS showing concerns.
· References provide information to prove unsuitability.
· Suitability questionnaire shows evidence of unsuitability or is proven to provide false information.
· Confidentiality is broken leading to safety and professionality concerns.
· Safeguarding policies and procedures are broken or not abided by.
· Unfair or biased conduct against colleagues, parents, or children.

Types of Offences 
Minor offences will be given a verbal warning, example, failure to meet deadlines, poor personal absence, minor mistake. Please remember these are only examples and not limited too. 
Moderate offences will be given a written warning, example, multiple sickness days, disregarding direct orders, continual negative approach to work, mistakes which lead to harm. Please remember these are only examples and not limited too. 
Major offences will go directly to a disciplinary meeting, as these are offences of gross misconduct, where a serious breach to policy and procedure is alleged to have taken place. This will result in a disciplinary hearing and possible termination of contract.
Staff absence is monitored, and poor attendance is approached through supervision meetings, mindfulness conversations and tasks, and may result in action being taken, development plans, sickness plans or disciplinary action due to a lack of consistency for the children, their sense of security and well-being.  Absences and lateness are recorded and more than 3 periods of absences in 3 months will result in disciplinary procedures.

The Disciplinary Process
Stage 1 – Verbal Warning 
A verbal warning will be issued for low level concerns and slight breaches in policy and procedure.
· The nursery manager will speak with the staff member(s) and listen to individual points of view regarding the alleged concern.
· If the member of staff agrees that the concern is legitimate, the manager will verbally agree next steps, providing a verbal warning and a development plan where needed. This should provide clear guidance to avoid a repeat of the behaviour/breach.
· If the member of staff disagrees with the concern, further investigation will take place, and the manager will provide the employee with a written report of the findings. The findings may result in the verbal warning still being issued.
· Verbal warning and the concern for such will be logged on the staff’s records and will remain on log for 6 months.
· 3 or more verbal warnings in a 6-month period will result in further disciplinary action.
Stage 2 – Written Warnings
A written warning will be issued for concerns and breaches of policy which have damaging effects on a child, a parent, a member of staff or the business.

A person does not need to have been provided with a verbal warning previously and can be placed directly on a written warning.
· The nursery manager will speak to the staff member(s) in the office, listen to individual points and response.
· The manager and member of staff will agree next steps and actions needed to ensure there are no further failings through a development plan.
· The manager will make clear the expectations moving forward, and the outcomes should one fail to meet these. 
· Written warnings and the concern for such will be logged on the staff’s records and will remain on log for 12 months. 
· A second written warning issued within a 12-month period will be classed as the final written warning.
· Any further concerns after the second written warning will result in a disciplinary meeting to determine whether termination of employment will proceed. In the majority of cases, the 3rd written warning would terminate one’s employment, as sufficient evidence is available to prove that policies and procedures set out by the setting, EYFS and law are not being adhered to. Staff are advised to provide all evidence to the manager before or during the disciplinary meeting to prove their efforts to rectify/minimise the concerns.
Stage 3 – Disciplinary Meeting 
· The nursery manager will invite the member of staff to a disciplinary meeting via email providing 48 hours’ notice of such meeting and allowing them to bring along someone to support them should they require. This person will not be permitted to speak on behalf of the member of staff and cannot be anyone who is directly involved in the concern or under investigation. All those present in the meeting are bound to confidentiality. The meeting is part of the investigation and should be held with respect by all those who attend.
· The manager will present any evidence of the concern and/or breach to policy and procedure, EYFS or law to which the member of staff can respond to and provide any counter evidence.
· The manager will seek to find all necessary evidence from the member of staff via questions in order to reach a decision as to whether the member of staff has repeatedly failed to meet the policies and procedures set by the setting, EYFS and law and conclude as to whether the member of staff remains suitable to work with children and for the company. 
· The disciplinary meeting will end without conclusion. The manager will provide a written response within 72 hours, to the employee, via email, stating next steps, actions or termination letter.
· The employee would be suspended until the decision of a disciplinary meeting is reached. 
· Employees can appeal the decision of a disciplinary meeting within 72 hours of the response email. The appeal meeting should take place within 14 days of it being requested. The notice to appeal must be in writing, via email to the director. The appeal meeting will take place with a member of the senior leadership team or higher who was not present at the initial disciplinary meeting. Again, staff will have the opportunity to invite a colleague to attend. An appeal will only take place where there is new evidence to suggest the initial decision is incorrect or carried out in a way which is a breach of policy, procedure, EYFS or law.
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