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1. Purpose

The Basingstoke Alliance SCITT (BASCITT) is committed to being a fair and reasonable
training provider. It recognises that instances may arise in which Trainers are dissatisfied
with the conduct of a Trainee Teacher and that in such cases there is a need for a formal
policy through which the issues can be identified without delay and appropriate action
taken in a consistent and non-discriminatory manner.

The day-to-day supervision of Trainee Teachers is part of the normal management process
and is outside the formal policy for dealing with breaches of discipline. There is likely to be
less recourse to the formal policy if deficiencies in a Trainee Teacher's conduct are brought
to his/her attention at the earliest possible stage by his/her immediate Trainer in the course
of that person's normal duties. The Executive Board intend that informal measures are
adopted wherever possible.

The object of the formal policy is to provide a framework to deal with Trainee Teachers
whose standard of conduct continues to fall short of that required by the BASCITT’s
Trainee Code of Conduct. Where possible, and or appropriate, issues will be dealt with
informally, in consultation with any other personnel and/or schools concerned.

This policy takes due account of Dove House School Academy’s disciplinary policy. In
essence the Code of Conduct requires that:

e Trainee Teachers and Trainers raise and deal with matters promptly and consistently.
¢ Necessary investigation is carried out.
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e The Trainee Teacher is informed and given the opportunity to put forward their
explanation of events before decisions are made.
e Trainee Teachers are able to be accompanied at all formal meetings.

This policy is applicable to all Trainee Teachers. While the principles of reasonableness
and natural justice reflected in the policy will apply, it may be necessary to foreshorten the
policy, its processes and relevant timescales in keeping with the particular nature of their
contract.

Where misconduct relates to a child protection issue, Dove House School Academy child
protection and safeguarding policies must be followed. Reference will also be made to the
BASCITT’s Code of Conduct policy.

2. Scope

The policy applies to: Trainee Teachers

Trainee Teachers are actively encouraged to contact their professional association/trade
union representative at the earliest opportunity to obtain advice and support at any point

within this policy.

The BASCITT expects all parties to maintain confidentiality throughout the application of
the policy.

3. Leadership and Management
Programme Is responsible for:
Director

e Defining and communicating disciplinary rules.

e  Ensuring that systems are in place so that minor deficiencies in
conduct are dealt with effectively without recourse to the formal
policy.

e  Ensuring that appropriate disciplinary policies are in place, are
monitored and reviewed regularly and are implemented in a fair
and consistent manner.

e  Suspending Trainees where appropriate.

e  Establishing, where appropriate, disciplinary and appeals panels.

e  Ensuring that Trainees are aware of disciplinary rules and
policies and dealing with any minor deficiencies in conduct at the
earliest stage through normal day to day.

Programme Is responsible for:
Administrator
Ensuring that appropriate pre-course checks are carried out.

Trainee Teachers Itis the responsibility of all Trainee Teachers to:

e  Sign and comply with general rules and policies referred to in
their Trainee Code of Conduct and the Programme Handbook.
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e  Comply with all BASCITT policies and procedure.
o Sign a formal contract.

4. Managing a Disciplinary Matter

Definitions

Initial
assessment

Policy stages and

Misconduct - is an act of either wilful or negligent conduct, behaviour
or omission.

Gross misconduct - is an act of misconduct which is so serious in
nature that it fundamentally damages the Trainee Teacher/Provider
relationship and justifies dismissal without notice.

All disciplinary matters must have an initial assessment.

If the initial assessment identifies a safeguarding concern, then the
Programme Director must follow Dove House School Academy’ child
protection and safeguarding policies. Advice must be sought from the
BASCITT HR advisory service. The principles of safeguarding apply.

This initial assessment will determine whether any further action is
required. It is not part of any formal investigation.

A record must be made of the initial assessment by the Programme
Director.

The possible stages are:

principles e initial assessment
e informal stage
e investigation
e formal stage hearing which may result in removal from the

course.

e appeal after formal stage hearing.
The Programme Director must establish the immediate circumstances
by carrying out an initial assessment, prior to commencing any further
action under this policy. In some cases the trainee may be
suspended from the programme and/or withdrawn from the placement
school whilst the investigation is undertaken.
Any disciplinary matter will be addressed promptly, fairly and
proportionately.
Wherever possible and appropriate minor disciplinary issues should
be dealt with informally.

5. Informal stage

Informal stage

The initial assessment may identify that the disciplinary matter is
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Right of
representation

Outcome(s) of
the informal
stage

6. Formal stage

Investigation

minor or can be addressed informally. In such cases, the SCITT Co-
ordinator must discuss the matter promptly with the Trainee Teacher
by having an informal discussion.

The Trainee Teacher is not usually represented/accompanied at any
discussions within the informal stage of the policy. There may be
circumstances when the Trainee Teacher asks to be
represented/accompanied. This can be by a professional
association/trade union representative or a BASCITT colleague.
Consideration should be given to any requests and can be
accommodated where it does not cause a delay to the process.

The Programme Director must decide on the outcome based on the
evidence provided by the SCITT Co-ordinator.

Further information obtained during a discussion at the informal stage
may mean the disciplinary matter needs to be reassessed and may
require formal action.

A record must be made of each discussion. The Programme Director
must:

e Seek to agree the record with the Trainee Teacher if possible.

e Share the record with the Trainee Teacher.

e Keep a copy on the Trainee Teacher’s file.

An investigating officer appropriate to the circumstances of the case
will be appointed by the Programme Director. This will often be the
Programme Director, or the Assistant Programme Director and they
would be responsible for the investigation into the disciplinary matter.
If the circumstances warrant it, the head of Dove House School
Academy will appoint the investigating officer.

If appropriate an investigator can be appointed who is external to
BASCITT or Dove House School Academy.

The purpose of the investigation is to establish the facts and the
required course of action.

The investigation must be unbiased, proportionate and fair. It must be
undertaken as a matter of priority.

On completion of the investigation, the investigating officer will
recommend whether:

e There is no case to answer.

e The case proceeds to a formal hearing.

e Alternative action is more appropriate.
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Formal stage
hearing

Hearing
arrangements

Formal record of
the hearing

Alternative date

Sharing of
information

Right of
representation

Attending formal
hearings

At the formal stage, the Trainee Teacher must be invited to attend a
hearing.

The Trainee Teacher must be invited in writing to attend the hearing.

The letter must give the Trainee Teacher 7 working days’ notice of
the hearing.

A formal record must be taken during the hearing. This may be made
by audio recording the hearing or by a note taker. Itis the BASCITT’s
responsibility to make the appropriate arrangements.

If an audio recording takes place, a copy of the recording must be
retained by the BASCITT. The BASCITT must comply with all
relevant data retention and storage requirements.

The BASCITT expects that the Trainee Teacher and their
representative will make all reasonable efforts to attend the first
scheduled hearing date and time.

If this is not possible, the Trainee Teacher may propose an alternative
date and/or time. This should be within 5 working days of the
original hearing. The hearing will then be rescheduled.

The Investigating Officer and the Trainee Teacher are required to
exchange all relevant papers and supporting evidence in advance of
the hearing. Management documents will be supplied to the Trainee
Teacher with the invitation letter.

The Trainee Teacher or their representative must submit all relevant
papers and supporting evidence to arrive to the BASCITT
administration at least 3 working days before a hearing.

The Trainee Teacher has the right to be represented/accompanied at
a formal stage hearing or appeal hearing. This can be by a
professional association/trade union representative or a BASCITT
colleague. The right to be accompanied is limited to one person only.

It is the Trainee Teacher’s responsibility to:

¢ Arrange their own representative.

e Liaise with their representative to agree the formal hearing or
appeal hearing date and time.

e Advise the BASCITT administration of the representative’s
details.

There is no right to legal representation at any stage of this policy.
If the Trainee Teacher is not well enough to attend the hearing, it may

be deferred until they are able to attend. A hearing will not be
deferred indefinitely because the Trainee Teacher is unable to attend.
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Outcome of a
formal hearing

7. Appeal

Appeal stage

The BASCITT Disciplinary Panel will comprise of:

e A Partnership School Headteacher from the Executive Board

e A Dove House School Trustee

e A Partnership School SCITT Co-ordinator (excluding the school
where the trainee is on placement).

The BASCITT Disciplinary Panel must fully consider all evidence
presented. The Disciplinary Panel must decide whether the
misconduct/gross misconduct is proven and if so how it will be
managed and whether to apply a sanction.

A written warning may be issued and this can be:

e a first written warning relevant until the end date of the training
programme.

¢ a final written warning relevant until the end date of the training
programme.

At a formal hearing, the Disciplinary Panel may decide that the
Trainee Teacher’s placement should be withdrawn, on the grounds of
their conduct.

The Disciplinary Panel must confirm the outcome in writing and issue

a Completion of Procedure (COP) letter within 5 working days of the

hearing. A copy of the COP letter and any warning must be placed on
the Trainee Teacher’s file.

If a Trainee Teacher’s placement is withdrawn, any sums owing to the
BASCITT from the Trainee Teacher must be repaid.

Please refer to the Appeals Policy.

8. Other policy requirements

Confidentiality

Right of
Representation

It is expected that all parties involved in the disciplinary process will
maintain confidentiality. This would include the BASCITT, partnership
schools and Dove House School Academy Trust (including social
media).

If any party does not maintain confidentiality further action may be
taken under the Disciplinary policy.

Trainee Teachers are actively encouraged to contact their

professional association/trade union representative at the earliest
opportunity to obtain advice and support at any point within this policy.

6/8



Suspension or
alternative
arrangements

The Trainee Teacher is not usually represented/accompanied at any
discussions within the informal stage of the policy. There may be
circumstances when the Trainee Teacher asks to be represented.
This can be by a professional association/trade union representative
or a BASCITT colleague. Consideration should be given to any
requests and can be accommodated where it does not cause a delay
to the process.

A Trainee Teacher can request to be accompanied at an investigation
or suspension meeting by a professional association/trade union
representative or a BASCITT colleague. In such cases, this should
normally be accommodated where it does not cause any unnecessary
delay in scheduling the meeting.

The Trainee Teacher has the right to be represented/accompanied at
a formal stage hearing or appeal hearing. This can be by a
professional association/trade union representative or a BASCITT
colleague. The right to be accompanied is limited to one person only.

It is the Trainee Teacher’s responsibility to:

. Arrange their own representative.

o Liaise with their representative to agree the formal hearing
or appeal hearing date and time.

o Advise management of the representative’s details.

There is no right to legal representation at any stage of this policy.

Before making a decision about suspension or alternative
arrangements, the Programme Director must seek guidance from
the BASCITT HR advisory service. The Programme Director should
then seek approval from the Chair of the Executive Board.

Suspension or alternative arrangements are neutral and
precautionary acts. They may be considered at any point during
this policy, once the initial assessment and/or investigation have
established that the circumstances may be gross misconduct.

During suspension or alternative arrangements the Trainee Teacher
must adhere to all relevant requirements.

Written confirmation of the decision regarding suspension must be
provided to the Trainee Teacher.

Suspension or alternative arrangements must be regularly
reviewed.

There is no right of appeal against the decision to suspend a Trainee
Teacher.
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Criminal offences

Safeguarding
concern (relating
to vulnerable
adults, children
and young

people)

Referral to
relevant bodies

Formal action
concerning a
professional
association/ trade
union
representative

Linked Policies

Where a Trainee Teacher is subject to a criminal investigation, the
Programme Director must contact the Lead Investigation Officer within
the police authority. This is to ensure that any internal investigation
will not obstruct the criminal investigation.

Advice must be sought from the BASCITT HR advisory service in this
situation.

Any allegation relating to a safeguarding concern against a Trainee
Teacher must be dealt with in accordance with Dove House School
Academy child protection policy. This ensures that a child, young
person or vulnerable adult is not at risk or that a police or social care
investigation is not prejudiced.

Advice must be sought from the BASCITT HR advisory service in this
situation.

In the following circumstances it may be necessary to make a referral
to the relevant body:
o |f a withdrawal from the training course takes place.
¢ In circumstances where a disciplinary process has not
concluded, and the potential outcome may have resulted in
withdrawal from the training course.

Where there is a requirement to make a referral to a relevant body,
the Trainee Teacher must be notified in writing that such a referral has
taken place.

Where there are misconduct concerns relating to a professional
association/trade union representative, the Programme Director must
notify and seek advice from the BASCITT HR advisory service before
taking any formal action.

Trainee Code of Conduct, Cause for Concern Policy, Appeals Policy.
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