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	1
	Purpose

	
	To ensure the Company’s reputation is maintained by high standards of work and by the conduct of employees.  To ensure all staff of all grades in their probationary period are aware of the procedure and that they know how it will be invoked.

	2
	Scope

	
	This ‘Disciplinary Procedure – Probationers’ applies to all employees of Family Care Fostering who are in their probationary period, whether, full-time, part-time, temporary or on contract.

	3
	References

	
	· Employment Rights Act 1996
· ACAS Code of Practice
· Employment Relations Act 1999
· Employment Relations Act 2004
· Employment Act 2008 

	4
	Definitions

	
	Probationary Period means the duration of time in which an employee’s work performance and attendance will be assessed whether this is for a 3 month period or 6 month period or extended period of time. 

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	The Company’s substantive Disciplinary procedure will apply only to employees who have completed their probationary period.
	
	

	
	5.2 
	Employees who have not completed their probationary period who commit a disciplinary ‘offence’ or whose performance falls below the standard required may be liable, at the management’s discretion, to dismissal in accordance with the following non-contractual procedure – the ‘Disciplinary Procedure - Probationers’.
	
	

	
	5.3 
	Stage 1:  Notification of Allegations/Concern
The Company will notify the employee in writing of the allegations, or complaint of alleged misconduct or poor performance, against him/her and will invite the employee to a disciplinary meeting to discuss the matter. 
Employees should note that where a serious allegation/concern is made then the Company may move to terminate employment immediately.
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	5.4 
	Stage 2:  Disciplinary Meeting
Having given the employee a reasonable opportunity to consider his/her response to the allegations/concerns, a disciplinary meeting will then take place at which the employee will be given the chance to state his/her case.  The employee may be accompanied if requested by a Trade Union Representative or a fellow employee of his/her choice.  The employee must take all reasonable steps to attend that meeting.  Following the meeting, the employee will be informed of the Company’s decision in writing and notified of his/her right to appeal against it.
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	5.5 
	Stage 3:  Appeals
If the employee wishes to appeal against the Company’s decision, he/she can do so within five working days of the decision.  Appeals should be made in writing and state the grounds for appeal.  The employee will be invited to attend an appeal meeting chaired by a more Senior Manager:  At the appeal meeting, the employee will again be given the chance to state his/her case and will have the right to be accompanied by a Trade Union Representative or a fellow employee of his choice.  Following the appeal meeting, the employee will be informed of the appeal decision in writing.  The Company’s decision on an appeal will be final.
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	6
	Documentation

	
	· Induction Procedure
· Probationary Period Procedure






This procedure/guidance/policy is reviewed by the Executive Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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