Brighton Road Baptist Church

Disciplinary Hearings

Procedure at disciplinary hearings
At the meeting the following procedure will be followed:
Statement of complaint

The Church will set out what the complaint against the employee is and go through the evidence gathered during the course of the investigation.

The employee’s reply

The employee will be given the opportunity to state their case and respond to any allegations made. The employee will be allowed to ask questions and confer with their companion. If the employee accepts that they have done something wrong, 
steps may be agreed to remedy the situation.

General questioning and discussion

The person responsible for conducting the meeting may ask the employee for an explanation and query whether there are any special circumstances which should be taken into account. If the employee provides sufficient explanation, the proceedings will be brought to a close. If new facts occur at this stage, it may be appropriate for the Church to adjourn the meeting and investigate the matter further before calling the employee back to an adjourned meeting.

Summing up

At this stage the person responsible for holding the disciplinary meeting may summarise the main points of discussion. The employee will be given the opportunity to add anything further.

Adjournment before decision

The meeting will be adjourned before a decision is made about the appropriate action. Following the meeting, a decision will be made as to whether or not disciplinary action is justified. Once a decision is made, the employee will be informed in writing.
Before deciding what, if any, disciplinary action is appropriate, consideration will be given to:

whether the organisation’s rules indicate clearly the likely penalty, as a 
result of the particular misconduct; ( see Capability Hearing document – 
stage 3)


whether standards of other employees are acceptable, and whether the 
employee in question is not being singled out;

the employee’s disciplinary record (including current warnings), general 
work record, work experience, position and length of service;


the reasonableness of the proposed penalty in the circumstances; and


whether training, additional support or adjustments to the work are 
necessary to accompany any disciplinary action.

The employee will be given details of any disciplinary action as soon as a decision is made.

First formal action – misconduct
In cases of misconduct, depending on the seriousness of the misconduct, the employee may be given an improvement note setting out the nature of the misconduct and the change in behaviour required.

The warning will also inform the employee that a final written warning may be considered if there is further misconduct. A record of the warning will be kept by the Church but it will be disregarded for disciplinary purposes after 12 months.

Final written warning
Following the issue of a written warning, if there is still a failure to improve and conduct or performance remains unsatisfactory, or if the misconduct is sufficiently serious to warrant only one written warning, a FINAL WRITTEN WARNING will be given to the employee. This will give details of the complaint will warn that dismissal will result if there is no satisfactory improvement, or if further misconduct occurs. The final written warning will advise the individual of the right of appeal. A copy of this final written warning will be kept by the Church but it will be disregarded for disciplinary purposes after 12 months (in exceptional cases the period may be longer) subject to satisfactory conduct and performance.

Dismissal
If conduct or performance is still unsatisfactory and the employee still fails to reach the prescribed standards, DISMISSAL will normally result. The employee will be provided as soon as reasonably practicable with written reasons for dismissal, the date on which employment will terminate and advised of their right of appeal within a specified time.
Gross misconduct
The following list is not exhaustive but provides examples of offences which are normally regarded as gross misconduct:


verbal, physical, sexual or financial abuse of members of the Church, 

theft, fraud, deliberate falsification of records, 

serious breach of confidentiality, 

fighting, assault on another person or bullying,

deliberate damage to the Church's property, 

serious incapability at work through alcohol or being under the influence of 
illegal drugs, 

serious negligence which causes unacceptable loss, damage or injury,

serious act of insubordination,


serious misuse of the Church’s property,


bringing the Church into serious disrepute,


a serious breach of health and safety rules,


a serious breach of confidence,


failure to adhere to the Statement of Faith required of all members of the 
Church, 


deliberately accessing internet sites containing offensive or obscene 
material,


unlawful discrimination or harassment,


failure to maintain one’s personal life in accordance with a good Christian 
testimony.
If the employee is accused of an act of gross misconduct, the employee may be suspended from work on full pay, while the Church investigates the alleged offence and pending the outcome of any disciplinary hearing. If, on completion of the investigation and a subsequent disciplinary hearing, the Church is satisfied that gross misconduct has occurred, the result will normally be summary dismissal without notice or payment in lieu of notice.
Appeals
An employee who wishes to appeal against a disciplinary decision should put their decision to appeal and the grounds of their appeal in writing to the Church Secretary within five working days of the date they were first notified of the decision. The employee has the statutory right to be accompanied by a colleague or a trade union representative to an appeal meeting.

The appeal shall, where possible, be heard by the deacons whose decision shall be final, subject to any overriding decision of the Church Meeting.

You will be informed in writing of the outcome of the appeal hearing as soon as possible. This will usually be within 10 working days.

