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Our disciplinary policy and procedure outlines the
framework for maintaining appropriate behaviour,
ensuring staff conduct aligns with professional
standards, and fostering a safe, respectful
environment for children and staff within Care
Quality Support. It emphasises compliance with
relevant legislation, promotes positive behaviour
management strategies, and provides clear
procedures for addressing misconduct. The policy
aims to uphold Care Quality Support’s
commitment to safeguarding, child development,
and staff accountability.

This policy applies to all employees who, for this
policy, will include all permanent and fixed-term
employees, Commissioners, Advocates, Local
Authorities, Families, N.H.S., Children we support.
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Policy Statement

Care Quality Support is dedicated to providing a supportive
environment where children’s safety, well-being, and development are
prioritised. We recognise that staff play a vital role in modelling
respectful behaviour and maintaining professional standards. Care
Quality Support is committed to managing conduct in a fair,
consistent, and transparent manner, rooted in the principles of dignity
and respect. We aim to address misconduct promptly and effectively,
ensuring compliance with all relevant legislation. Our disciplinary
procedures are designed to promote positive behavior, support staff
development, and uphold the integrity of the service, always with the
best interests of children at the forefront.

Principles

e Informal action will be considered, where appropriate, to resolve
problems.

e No disciplinary action will be taken against an employee until the
case has been fully investigated.

e For formal action, the employee will be advised of the nature of
the complaint against him or her and will be allowed to state his
or her case before any decision is made at a disciplinary meeting.

e Employees will be provided, where appropriate, with written
copies of evidence and relevant witness statements in advance of
a disciplinary meeting.

e At all stages of the procedure, the employee will have the right to
be accompanied by a trade union representative or work
colleague.

e No employee will be dismissed for a first breach of discipline
except in the case of gross misconduct, when the penalty will be
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dismissal without notice or payment instead of notice.
 An employee will have the right to appeal against any disciplinary
action.

EQUALITY AND HUMAN RIGHTS

Care Quality Support recognises that some sections of our
society experience prejudice and discrimination. The Equality Act
(2010) specifically recognises the protected characteristics of age,
disability, gender, race, religion or belief, sexual orientation, and
transgender status.

The Equality Act also requires regard to socio-economic factors,
including pregnancy /maternity and marriage/civil partnership.
Care Quality Support is committed to equality of opportunity
and anti-discriminatory practice both in the provision of services
and in our role as an employer. Care Quality Support believes
that all people have the right to be treated with dignity and respect,
and is committed to the elimination of unfair and unlawful
discriminatory practices. Care Quality Support is also aware of
its legal duties under the Human Rights Act (1998). Section 6 of the
Human Rights Act requires organisations to uphold and promote
Human Rights in everything they do. It is unlawful for an
organisation to perform any act which contravenes the Human
Rights Act. Care Quality Support is committed to carrying out its
functions and service delivery in line with the Human Rights-based
approach and the FREDA principles of Fairness, Respect, Equality,
Dignity, and Autonomy.
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References to Legislation and
Quality Standards

Children’s Homes (England)
Regulations (2015)

Quality Standard

Legal Considerations

e Children Act 1989 and 2004

e Children and Social Work Act 2017
e Data Protection Act 2018

e Employment Act 2008

e Equality Act 2010

CONTACT INFORMATION

Care Quality Support
admin@gmtnetworks.com
02080642464

20-22 Wenlock Road, London, N1 7GU

Regulation 13

Leadership and
Management

e Trade Union and Labour Relations Consolidation Act 1992

Regulation Context and Principles

The leadership and management standard

(1) The leadership and management standard is that the registered
person enables, inspires and leads a culture in the children's home

that

(a) helps children aspire to fulfil their potential and

(b) promotes their welfare

(2) In particular, the standard in paragraph (1) requires the registered

person to

(a) lead and manage the home in a way that is consistent with the
approach and ethos, and deliver the outcomes set out in the home's
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statement of purpose
(b) ensure that staff work as a team where appropriate

(c) ensure that staff have the experience, qualifications and skills to
meet the needs of each child

(d) ensure that the home has sufficient staff to provide care for each
child

(e) ensure that the home's workforce provides continuity of care to
each child

(f) understand the impact that the quality of care provided in the
home is having on the progress and experiences of each child, and
use this understanding to inform the development of the quality of
care provided in the home

(g) demonstrate that practice in the home is informed and improved
by taking into account and acting on

(i) research and developments in relation to how the needs of children
are best met and

(ii) feedback on the experiences of children, including complaints
received and

(h) Use monitoring and review systems to make continuous
improvements in the quality of care provided in the home.

Policy

The disciplinary policy applies to all staff, volunteers, and contractors
working within Care Quality Support. It is grounded in the principles
of fairness, consistency, and legality, ensuring that any action taken is
proportionate to the misconduct and aligned with employment law
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and safeguarding requirements. The policy acknowledges that staff
are responsible for their conduct both in and outside of work and
emphasises the importance of maintaining professional boundaries at
all times.

Care Quality Support adopts a proactive approach to behaviour
management, emphasising positive reinforcement, ongoing training,
and clear expectations. When misconduct occurs, Care Quality
Support will follow a structured process that may include informal
discussions, formal warnings, and, where necessary, disciplinary
actions such as suspension or dismissal. All disciplinary actions will be
documented, and staff will have the opportunity to respond to
concerns raised about their conduct. The overarching aim is to support
staff to meet Care Quality Support’'s standards and to ensure a safe,
nurturing environment for children.

Investigation

Where necessary, concerns about misconduct or gross misconduct
which may warrant disciplinary action will be subject to investigation
to establish the facts of the matter before a decision about action is
taken. An investigatory meeting with the employee will take place
before proceeding to any disciplinary hearing. In other cases, the
investigatory stage will be the collation of evidence by the employer
for use at any disciplinary hearing. Some of this evidence may already
have been presented to the member of staff through informal
discussion.

In misconduct cases, where practicable, different people will carry out
the investigation and disciplinary hearing.

If there is an investigatory meeting, this will not in itself result in any
disciplinary action. Although there is no statutory right for an
employee to be accompanied at a formal investigatory meeting, such
a right may be allowed at the discretion of management.
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Procedures
Informal Discussion

When concerns about a staff member’s conduct arise, the initial step
involves an informal discussion with the staff member involved to
address minor issues and clarify expectations. This conversation is
intended to be constructive, offering guidance and support to improve
behaviour.

Minor breaches of discipline, misconduct, poor timekeeping, and
similar issues may be addressed through an informal discussion with
the employee’s immediate superior. While such informal warnings are
not part of the formal disciplinary procedure, they will be recorded. It
is generally expected that most issues can be resolved through these
informal discussions. However, if an employee commits a more
serious act of misconduct or fails to improve and sustain that
improvement after an informal warning, Care Quality Support may
proceed with the formal disciplinary steps.

Formal Warnings

A disciplinary hearing will be held by the line manager. Beforehand,
the employee will be notified in writing of the misconduct or poor
performance allegations, provided with evidence such as witness
statements, and informed of their right to be accompanied by a
colleague or union representative if desired. The management team
will consider all evidence carefully before reaching a decision.

At the hearing, the employee can respond to the allegations. If
disciplinary action is taken, the employee will receive a decision letter
within days. For a first offence or after an informal warning, a
first written warning will be issued, outlining the misconduct, required
improvements, timeframe, duration on file, and right to appeal.
Further misconduct or failure to improve may lead to a final warning or
dismissal, which only a senior manager can decide after reviewing the
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case. Alternative disciplinary measures, at {{business_name} may
range from a verbal warning to suspension with pay, or in severe
cases, dismissal. All actions taken will be in accordance with
employment law and Care Quality Support's contractual
obligations, ensuring fairness and transparency throughout the
process.

Care Quality Support recognises the importance of safeguarding
and will ensure that any disciplinary action taken in relation to
misconduct that may impact the safety of children or staff is handled
with sensitivity and in compliance with safeguarding policies. We will
maintain confidentiality and handle all disciplinary matters discreetly,
respecting the rights and dignity of all involved.

Misconduct

Misconduct refers to behavior that, while not typically destroying the
trust between Care Quality Support and its staff, it is serious
enough to warrant disciplinary action. The following list illustrates
conduct likely to amount to misconduct, but this list is neither
exclusive nor exhaustive:

e absenteeism and lateness, e.g. frequent late arrival at work;
failure to comply with requirements to notify sickness absence;
unauthorised absence from the workplace;

e dishonesty, e.g. making unauthorised private phone calls (either
excessive or inappropriate), sending personal mail at the
Company's expense;

» refusal to obey a lawful and reasonable instruction of a manager
or supervisor;

e failure to carry out the normal duties of the post;

e unauthorised copying of copyright or licensed material, e.qg.
software;

e unreasonable or unacceptable conduct, e.g. abusive language or
behaviour;
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e misuse of facilities, loss, damage or misuse of Company property
or equipment through willfulness, negligence or carelessness;

e threatening violence whilst at work to a colleague, children or
provider or members of the public;

* breach of Company regulations, e.g. financial regulations, health
and safety, confidentiality of personal records;

e driving whilst using a mobile phone;

e incapability as a result of being under the influence of alcohol or
illegal drugs at work;

e incurring any motoring offences whilst on Company business; and

e abuse of the email and/or Internet systems.

The distinction between misconduct and gross misconduct is often a
matter of degree, and some of the examples under misconduct may
be of such an extreme nature that they amount to gross misconduct.
Alternatively, there may be instances when examples demonstrated
under Gross Misconduct, depending upon all of the circumstances,
may amount to misconduct.

Employees raising concerns about malpractice or safeguarding
through the appropriate whistleblowing channels will be protected
under the Public Interest Disclosure Act 1998. No employee will be
disciplined or victimised for raising a concern in good faith.

Dismissal

Employees may be dismissed if it is established, after investigation
and hearing the employee’s version of the matter, that there has been
an act of gross misconduct, major breach of duty or conduct that
brings or might bring Care Quality Support's name into disrepute.

Examples of Gross Misconduct

e Physical abuse or threatening behaviour towards children or
colleagues
e Serious breach of safeguarding procedures
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e Deliberate falsification of records

e Breach of confidentiality involving sensitive child information

e Being under the influence of illegal substances while supervising
children

e Conviction of a criminal offence relevant to their role

In cases where an allegation of misconduct involves risk of harm to a
child, or the employee is dismissed (or would have been had they not
resigned), Care Quality Support will make a referral to the
Disclosure and Barring Service (DBS) and inform the Local Authority
Designated Officer (LADO) in accordance with statutory safeguarding
duties.

Record Keeping

Disciplinary records will be retained securely and confidentially in line
with the Data Protection Act 2018 (GDPR-compliant) and Care Quality
Support’s data retention policy. Records of warnings and outcomes will
be kept for the relevant period and then disposed of securely. Only
authorised personnel will have access.

Training

To support the effective implementation of this disciplinary policy,
Care Quality Support staff will receive comprehensive training on
behaviour management, safeguarding, and professional conduct upon
induction. Ongoing professional development opportunities will be
provided to keep staff updated on legal requirements, best practices,
and Care Quality Support’'s expectations. Training will include
modules on managing challenging behaviours, understanding
disciplinary procedures, and promoting positive interactions with
children and colleagues.

Managers and designated safeguarding leads will receive specialised
training to handle disciplinary issues appropriately, ensuring they
possess the skills necessary to conduct fair investigations and
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disciplinary hearings. Regular refresher sessions will be scheduled to
reinforce the principles of fair treatment, legal compliance, and
safeguarding responsibilities. Care Quality Support encourages a
culture of openness and continuous improvement, where staff feel
supported to uphold high standards of conduct through accessible
training and ongoing supervision.

Associated Documents and References

e Early Years Foundation Stage (EYFS) framework 2024
e Employee employment contract

Getting Help

If you require any help with any matters relating to this policy
and procedure, please speak to your line manager or Senior
manager.

It is the responsibility of every member of staff to ensure that
they are working within this policy and keep up-to-date with
policy changes that may affect their practice at work.
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