Coopers Edge Trust – Disciplinary Policy
Coopers Edge Trust
Disciplinary Policy

1. Purpose
This policy outlines the standards of conduct expected from all employees of the Coopers Edge Trust and sets out the procedures that will be followed when these standards are not met. The Trust is committed to ensuring fairness, consistency, and transparency in all disciplinary matters.

2. Scope
This policy applies to all employees of the Coopers Edge Trust. Conduct‑related concerns only. Issues relating to capability, safeguarding allegations, or grievances are covered under separate policies.

3. Principles
All disciplinary matters will be handled promptly, fairly, and confidentially. No disciplinary action will be taken until a full and fair investigation has been completed. Employees will be informed of the concerns raised and given the opportunity to respond. Employees have the right to be accompanied by a trade union representative or workplace colleague at all formal meetings. Decisions will be made by an impartial panel or manager not previously involved in the case.

4. Informal Resolution
Where appropriate, minor conduct issues may be addressed informally through a conversation, coaching, support, or a written note of expectations. If concerns persist or are more serious, the formal disciplinary procedure will be initiated.

5. Formal Disciplinary Procedure

#### 5.1 Investigation
An investigating officer will be appointed. The employee will be notified of the investigation and the concerns raised. Evidence, including witness statements, will be gathered. The outcome may be no further action, informal resolution, or a disciplinary hearing.

#### 5.2 Disciplinary Hearing
The employee will receive written notice of the hearing, including the allegations, evidence, and their right to be accompanied. A panel will hear the case and consider all evidence. The employee may present their response.

#### 5.3 Possible Outcomes
Level 1: Verbal Warning (6 months)
Level 2: Written Warning (12 months)
Level 3: Final Written Warning (18–24 months)
Level 4: Dismissal (Immediate)
Additional measures may include training, mediation, or review of duties.

6. Gross Misconduct
Gross misconduct may result in summary dismissal. Examples include serious safeguarding breaches, theft, fraud, violence, serious health and safety breaches, misuse of Trust property, or behaviour bringing the Trust into disrepute.

7. Appeals
Employees may appeal within 10 working days, stating grounds such as procedural error, new evidence, or disproportionate outcome. An independent panel will hear the appeal.

8. Record Keeping
Records will be kept securely in line with the Data Protection Policy. Expired warnings will be disregarded unless part of a pattern.

9. Review of Policy
This policy will be reviewed every two years or earlier if required.
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