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Legal Framework

Youth Start operates in compliance with the following UK legislation:
e Employment Rights Act 1996: Governs employment rights including unfair dismissal and
the right to be accompanied
e Equality Act 2010: Requires fair treatment and prohibits discrimination

e TradeU elations (Consolidation) Act 1992: G
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If informal resolution is successful, no formal disciplinary record will be created. However, if the
concern persists or recurs, formal disciplinary procedures will be initiated.




Formal Disciplinary Procedures
Stage 1: Investigation

If informal resolution is not appropriate or has not been successful, Youth Start will conduct an
investigation into the allegation.
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Investigation Meeting:

e Theinvestigation mee fair and impartial manner
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Disciplinary Hearing:
e The disciplinary hearing will be conducted by a manager or senior manager (not the
investigator where possible)

e The staff member will be given the opportunity to respond to the allegation

e The staff member may present evidence and call witnesses

e The staff member may ask questions and clarify information
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Serious Misconduct: - Suspension pendingifiVestigation - Dismissal without notice (summary
dismissal) e A

Serious misconduct includes: - Theft or dishonesty - Violence or threats of violence - Gross
negligence - Safeguarding breaches or abuse - Breach of confidentiality or data protection - Being
under the influence of alcohol or drugs at work - Gross insubordination - Serious breach of Health
& Safety requirements



Mitigating Factors:
When determining the appropriate disciplinary action, the manager will consider:

e The nature and seriousness of the misconduct
e The staff member’s previous conduct record
e The staff member’s length of service
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Appeal Decision:

e Following the appeal hearing, the manager will consider all the evidence and make a
decision

e The manager may uphold the appeal, partially uphold the appeal, or dismiss the appeal
e The staff member will be informed in writing of the appeal decision
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Grievance Notice:

e The staff member must submit a written grievance notice to their manager or HR
e The grievance notice must set out:

o The nature of the grievance

o The date or dates when the issue arose

o T individuals involved
o Wh ber believes has gone wrong
o Wha aff member is seeking 3 K
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e The staff member will be given copies of the investigation report and any relevant
documents



Grievance Hearing:

e The grievance hearing will be conducted by a manager or senior manager who was not
involved in the investigation where possible

e The staff member will be given the opportunity to present their case
e The staff member may present evidence and call witnesses
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e The staff member will be informed in writing of the appeal decision
e The decisionis final
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Timescales

All timescales set out in these procedures are ative and may be extended by mutual
agreement. However, Youth Start is committed to resolving matters as quickly as possible.



Records
Youth Start will maintain accurate records of all disciplinary and grievance matters, including:

e Investigation reports
e Hearing notes
e Decisions and reasons

.
Records will be kep d stored securely in accordance w. ata Protection

Policy.
Data Protection

Allinformation relating to d ! ievanc ters is treated s'p_ersonaldata under the
UK GDPR and Data Protectio ’ p

e Only collect and proce
e Store information ‘ Ul
° Only share inform

' A‘«
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e The employer may take disciplinary @i 1ag 5 st the candidate in accordance with their
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e Youth Start may suspend or terminat e candidate’s placement if conduct is
unacceptable




Relationship with Other Policies

These Disciplinary & Grievance Procedures should be read in conjunction with the following
policies:

e Code of Conduct
e \Whistleblowing Polic

Staff members may seek 9? o

from: e

e ACAS (Advisory,
e Citizens Advice B

Contact Information
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These Disciplinary & Grievance Procedure ‘revi d annually to ensure that they remain

e Changes to UK legislation or employment law
e Changes to ACAS guidance
e Changes to Youth Start’s operations



o Staff feedback and suggestions
e Industry best practice and guidance
e Incidents or concerns that have arisen
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