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Disciplinary Policy

This Policy applies to all activity undertaken by Heart for Chorley in pursuing its purpose as a Registered
Charity serving its beneficiaries, residents, staff, volunteers, partners and the wider community.

Purpose

This policy sets out the disciplinary rules and procedure to be followed where there are concerns about
conduct, behaviour, attendance, safeguarding, professional boundaries, performance-related
misconduct, or other matters that may require formal management action. The purpose of the policy is to
encourage improvement where possible, ensure fairness, protect beneficiaries and workers, and help
Heart for Chorley meet its legal and safeguarding responsibilities.

Scope

This policy applies to all employees and workers engaged by Heart for Chorley. It may also be used, so far
as appropriate, when concerns arise about agency workers, contractors, sessional staff, or volunteers,
although volunteers are not employees and action may instead involve ending or restricting a volunteer role
rather than applying formal disciplinary sanctions.

Principles

e Matters will normally be addressed informally first where that is reasonable and safe.

e Formal action will follow the Acas Code of Practice on disciplinary and grievance procedures as a
minimum.

e Nodisciplinary sanction will be imposed without the employee being told the concern, given an
opportunity to respond, and, where appropriate, invited to a disciplinary hearing.

e Employees will be treated consistently, with due regard to the charity’s small size, the realities of
supported housing and recovery work, and any safeguarding responsibilities.

e Reasonable adjustments will be considered where an employee has a disability, health condition, or
other factor that may affect how the procedure should be run.

e Confidentiality will be respected as far as reasonably possible, although information will be shared
where needed for investigation, safeguarding, legal compliance, or management decision-making.

Standards of Conduct

All employees are expected to act with honesty, integrity, good judgement, and professional boundaries at
all times. In particular, employees must:

o comply with Heart for Chorley policies, procedures, house rules, safeguarding arrangements, and
lawful management instructions;
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e treat beneficiaries, residents, colleagues, volunteers, trustees, and members of the public with dignity
and respect;

e maintain clear professional boundaries, especially with vulnerable adults and residents in supported
housing;

e keep accurate records and not falsify, conceal, or manipulate information;

e notlend, borrow, give, receive, or handle money, gifts, favours, medication, or property in a way that
creates conflict of interest, safeguarding risk, or reputational harm;

e declare any actual or potential conflict of interest, including prior personal relationships with
beneficiaries, residents, or service users;

e useonly authorised communication routes and not use personal channels in a way that compromises
safeguarding, confidentiality, or boundaries;

e comply with the law and not use charity property, accommodation, information, or position for any
illegal purpose.

Informal Management Action

Where concerns are minor and it is reasonable to do so, a manager may deal with the matter informally.
Informal action may include:

e asupervision discussion or management conversation;

e clear advice about required standards;

e additional training, reflective supervision, or coaching;

e awritten note of expectations;

e aconductimprovement or behaviour management plan.

Informal action is not a disciplinary sanction. However, repeated issues, serious concerns, safeguarding
matters, or failure to improve may lead to formal action.

Precautionary Measures

Where there is a serious concern, Heart for Chorley may put in place temporary risk-management
measures while facts are established or while a disciplinary process is ongoing. These measures are
neutral and not disciplinary sanctions.

e temporary changes to duties or case allocation;

e instructions not to contact certain beneficiaries, residents, or staff;

e requirements for joint working or accompanied visits;

e restrictions on entering particular accommodation or carrying out lone working;

e temporary removal of systems access or keys where necessary;

e precautionary suspension on full pay where no reasonable alternative can safely manage the risk.

Suspension will only be used where it is reasonable and necessary, will be kept as brief as possible, and
will be kept under review.
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Investigation

If a matter may require formal disciplinary action, an investigation will normally take place before any

disciplinary decision is made.

The employee will be told the nature of the concern and that an investigation is being undertaken.

The charity will gather relevant documents, messages, records, witness accounts, safeguarding
information, and any other material thought necessary.

An investigation meeting may be held to establish the facts. There is no statutory right to be
accompanied at an investigatory meeting, but Heart for Chorley may allow accompaniment where it is
reasonable to do so.

Where possible, the investigation and disciplinary decision will be carried out by different people.
Because Heart for Chorley is a very small charity, this may not always be possible. Where separation of
roles is not possible internally, the charity will consider trustee involvement or external HR/legal
support.

Disciplinary Hearing
If the investigation indicates that there is a case to answer, the employee will be invited in writing to a

disciplinary hearing.

The letter will set out the allegations, possible outcomes, date/time/location, and the evidence to be
considered.

The employee will be given reasonable time to prepare.

The employee has the statutory right to be accompanied at a disciplinary hearing by a fellow worker or
a trade union representative who can present on behalf of the employee and summarise.

At the hearing, the concerns and evidence will be explained, the employee will have an opportunity to
respond, ask questions, and present any mitigation.

A decision will normally be confirmed in writing after the hearing.

Possible Outcomes and Sanctions
Possible outcomes will depend on the seriousness of the matter, any safeguarding implications, the

employee’s explanation, and any previous live warnings.
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No formal action.

Informal management advice or additional training.

Written warning (normally live for 6 months unless otherwise stated).

Final written warning (normally live for 12 months unless otherwise stated).

Action short of dismissal, such as redeployment, removal from specific duties, loss of responsibilities,
or a conduct improvement agreement.

Dismissal with notice.

Summary dismissal without notice where gross misconduct is established.
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Examples of Misconduct
poor timekeeping or attendance without good reason;

failure to follow reasonable management instructions;

inappropriate behaviour or language;

breach of policies, procedures, or house rules;

poor record keeping or failure to complete required documentation;

misuse of communication channels or social media in a way that affects work or safeguarding;
failure to maintain appropriate professional boundaries.

Examples of Gross Misconduct
serious safeguarding breach or serious breach of professional boundaries;

violence, threatened violence, intimidation, or serious bullying/harassment;

theft, fraud, deliberate dishonesty, or misuse of charity funds or property;

serious breach of confidentiality or data protection;

unlawful discrimination or serious abuse of position;

being under the influence of alcohol or illegal drugs at work, or bringing illegal substances onto charity
premises;

buying, supplying, transferring, procuring, or facilitating access to controlled/unsafe substances,
prescription-only medication or goods obtained or involved in unlawful activities in a way that is
unlawful, unsafe, or incompatible with the employee’s role;

falsifying records, destroying evidence, or obstructing an investigation;

serious insubordination or conduct likely to bring Heart for Chorley into serious disrepute.

Appeal

An employee has the right to appeal against a formal disciplinary sanction.

The appeal should normally be submitted in writing within 5 working days of the outcome letter, setting
out the grounds of appeal.

The appeal will, where possible, be heard by someone not previously involved in the case. In a small
charity this may mean the Chair of Trustees, another trustee, or an external adviser supporting the
process.

The employee has the right to be accompanied at an appeal hearing where the statutory right applies.
The appeal outcome will be confirmed in writing and is final.

Records, Confidentiality and Data Protection

Heart for Chorley will keep appropriate records of investigations, hearings, decisions, and warnings.

Records will be handled confidentially and in accordance with data protection law. Disciplinary records
will normally be kept for as long as reasonably necessary for employment, safeguarding, insurance, legal,
and governance purposes.
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Relationship with Grievances and Safeguarding

If an employee raises a grievance during a disciplinary process, Heart for Chorley may pause the
disciplinary procedure and deal with the grievance first, or may decide to deal with both matters together
where they are closely connected. Safeguarding concerns may also be referred immediately under
safeguarding procedures and, where necessary, to external agencies.

Legal Compliance

This policy will be reviewed regularly to help ensure compliance with relevant UK law and guidance,
including the Acas Code of Practice on disciplinary and grievance procedures, the Employment Relations
Act 1999, the Employment Rights Act 1996, the Equality Act 2010, the Data Protection Act 2018, UK GDPR,
and safeguarding duties relevant to the work of the charity.
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