


Disciplinary Policy and Procedure
Purpose
To uphold high standards of conduct and performance while ensuring fair, lawful, and proportionate responses to concerns.
Informal Resolution First
We aim to resolve most issues informally and promptly.
· Line Managers will address minor concerns through supportive conversations.
· Staff will be made aware of the issue, the expected standard, and how to improve.
· If informal steps are ineffective or the matter is serious, we will follow the formal procedure.
Investigation
Before any disciplinary action is taken, we will investigate the facts.
· You will be asked to attend an investigatory meeting and may be asked to provide documents or witness names.
· Suspension on full pay may be used where necessary. This is not a disciplinary sanction.
· All investigations are handled sensitively and confidentially.
Disciplinary Hearing
If formal action is required, a hearing will be arranged.
· You will receive written notice of the hearing (normally at least 48 hours), the allegations, and possible outcomes.
· All relevant evidence will be shared with you in advance of the disciplinary hearing.
· You may be accompanied by a colleague, union rep, or (with permission) a support person.
· You will have the opportunity to respond and present your case.
· Decisions will be made based on a reasonable belief, following a reasonable investigation.
· A written outcome will be provided after the hearing.
Disciplinary Outcomes
We apply proportionate sanctions based on the seriousness of the issue:
Stage 1 – Written Warning (valid for 12 months)
Stage 2 – Final Written Warning (valid for 12 months)
Stage 3 – Dismissal (with or without notice, depending on severity)
Other possible outcomes include:
· Demotion or transfer to a more suitable role
· Additional training or supervision

Gross Misconduct
Some actions may result in immediate dismissal. Examples include but are not limited to:
· Theft, fraud, or deliberate damage
· Violence, harassment, or serious rudeness
· Being under the influence of drugs or alcohol at work
· Serious breaches of health and safety or safeguarding
· Sharing confidential information without authorisation
· Accessing or distributing offensive or illegal material
· Bringing the organisation into disrepute
· Negligent handling of horses or breaches of welfare protocols
Appeals
You have the right to appeal any formal disciplinary decision.
· Appeals must be submitted in writing within7 working days of the decision.
· A different manager (or external advisor if necessary) will hear the appeal.
· You may be accompanied as at the original hearing.
· The appeal decision is final.
Safeguarding and Confidentiality
· Any misconduct involving safeguarding concerns will be referred to the Designated Safeguarding Lead.
· All disciplinary records are stored securely and retained in line with data protection law.
· Staff must not discuss or share information relating to disciplinary matters.
Accessibility and Fairness
· We will take into account any relevant disability, health condition, or mitigating circumstances in line with the Equality Act 2010.
· This policy complies with the ACAS Code of Practice and UK employment law.
· All staff are made aware of this policy during induction and when updated.
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