Kilmarnock Harrier and Athletics Club
(SC046169)

Disciplinary Procedure


Version 1


July 2024
4
Version 1 
July 2024
Disciplinary Procedures
Scope
This procedure applies to all members, volunteers and staff members of Kilmarnock Harriers.
1. 	INITIAL ASSESSMENT & INFORMAL REMEDY 

1.1 	Alleged misconduct shall normally be handled by the Chair of the Trustees. 

1.2 	The Chair shall make an initial assessment of the alleged misconduct; Appendix A provides guidance in this assessment.  If the Chair is of the view that the alleged misconduct is a minor matter, see 1.3 below.

1.3	Where alleged misconduct is of a minor nature a meeting should be held with the subject of the alleged misconduct and a course of action agreed.  This course of action should be confirmed in writing.  This provides the opportunity to handle the matter informally or provide supportive advice. 

If the initial evaluation suggests that the alleged misconduct is a more serious matter, then the procedure below should be followed. 

2. 	INVESTIGATION STAGE AND FACT FINDING MEETING


2.1 	For formal action, where the alleged misconduct is of a more serious matter, the individual will be advised of the nature of the complaint against him or her as soon as possible. However, no disciplinary action will be taken until the case has been fully investigated. The Chair will ensure that the individual -

· Informed about the nature of the evidence available at this point in the investigation stage. 
· Informed that, if the allegations are substantiated, then disciplinary action might be necessary. 
· Given a copy of this procedure.
· Has right to be accompanied at all meetings with the investigating trustees.
· Informed that s/he will be contacted by trustees to investigate the issues.

The Chair KHAC will appoint from the Trustees two members to investigate the issue(s).

2.2 	The Trustees investigating should: 

· Make reasonable efforts during the investigation to ascertain the facts. 
· Normally meet with the individual concerned as soon as possible.
· Identify to the individual the likely duration of the investigation.
· Interview witnesses and keep a record of findings.  Witnesses should review and sign their statements.

2.3 	If the Trustees investigating conclude that there is no case to answer the Chair should be informed.  If the Chair agrees there is no case to answer the individual concerned will be informed in writing and all records of the investigation destroyed.

2.4 	A meeting will be convened with the Chair to examine the evidence prior to any disciplinary meeting being held.


3. 	DISCIPLINARY HEARINGS & FINDINGS 

3.1 	Prior to a hearing the individual should be given – 

· Notice to attend a disciplinary hearing with date, time and location.
· Information on the allegations and their severity.
· An opportunity to submit relevant documents, be accompanied at the hearing and call any relevant witnesses.

3.2 	The disciplinary panel will consist of 3 members from the Trustees or from the General Committee.
3.3	Wherever possible, on the conclusion of the disciplinary hearing, the individual should be informed in writing as soon as possible. 
3.4	The following findings may be applied because of the disciplinary hearing –
Stage 1 – first warning 
If conduct is judged unsatisfactory, the individual will be given a written warning. Such warnings will be recorded but disregarded after 12 months if there are no further issues. 
Stage 2 – final written warning 
If the offence is serious, or there is no improvement in standard of conduct, or if a further offence of a similar kind occurs, a final written warning will be given. 
Stage 3 – Dismissal from KHAC 
If the conduct or issue is so serious the individual may be asked to leave KHAC and Scottish Athletics informed.


4. 	APPEALS 

4.1 	There is a right to appeal the decision of a disciplinary meeting within 5 working days of the hearing.  The appeal should be sent to the Chair of Trustees who will convene an appeal subcommittee to examine any new evidence presented. The subcommittee should not have been involved in the original decision.
 
4.2	The appeal subcommittee may uphold or reject the appeals or varying the disciplinary action taken.  The decision shall be notified following the conclusion of the hearing.




APPENDIX A
EXAMPLES OF MISCONDUCT AND GROSS MISCONDUCT
These examples are neither exclusive nor exhaustive. Other actions not listed may be misconduct and result in disciplinary action being taken.
Before any disciplinary hearing the subject of the alleged conduct will be informed whether the allegation is one of minor misconduct or gross misconduct.

Examples of misconduct include:
A.1 Refusal to carry out duties or reasonable instructions issued by a line manager.
A.2 Unauthorised absence from employment.
A.3 Negligence in the performance of duties.

Examples of gross misconduct include:
A.4 Theft or fraud.
A.5 Physical violence or bullying.
A.6 Deliberate and serious damage to property.
A.7 Serious misuse of Kilmarnock Harriers name.
A.8 Deliberately accessing internet sites which are offensive or contain obscene
material.
A.9 Serious insubordination.
A.10 Unlawful discrimination or harassment.
A.11 Bringing Kilmarnock Harriers into serious disrepute.
A.12 Serious incapability at work brought on by alcohol or illegal drugs.
A.13 Causing loss, damage or injury through serious negligence.
A.14 A serious breach of health and safety rules.
A.15 A serious breach of confidence.
A.16 A breach of the UK Athletics Code of Conduct
