[image: A blue and orange logo

AI-generated content may be incorrect.]

HASSRA
Disciplinary Policy 
and 
Procedures
This document contains the complete HASSRA Disciplinary Policy and Procedures. For a concise overview, please refer to the accompanying Brief Summary document.
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Introduction
1. Members participating in HASSRA events and activities represent both the Association and their employing departments or organisations. All members are expected to comply with:

· The HASSRA Code of Conduct
· The HASSRA Diversity and Inclusion Statement
· HASSRA’s Drugs & Alcohol Policy
· The Code of Conduct of their employing department or organisation.
Scope of the Code of Conduct
2. The Code of Conduct applies to members:

· Attending any event or activity organised by or for HASSRA at club, regional, or national level.
· Participating in any HASSRA team or composite team, regardless of whether the team is competing in a HASSRA event.
· Receiving sponsorship to attend an event or competition, even if the event is not directly connected to HASSRA.
· Serving on any HASSRA committee (club, regional, or national), whether as a member, guest, or attendee.
· Displaying behaviour which is deemed to be inconsistent with the spirit or letter any of HASSRA’s aims, policies, rules or regulations, including the diversity statement, regardless of whether it took place in connection with HASSRA membership or HASSRA activities.
Principles
3. Principles which guide the policy:

· Any concerns about abuse involving a member must be reported to initiate proceedings. Allegations of abuse are highly sensitive and must be handled with the utmost care and respect.
· If a member’s conduct falls below the required standard and a penalty is imposed by either their Regional Association or the National HASSRA Discipline & Complaints Committee, a report may be forwarded to the member’s line manager for consideration under departmental disciplinary procedures.
· Allegations of misconduct connected to HASSRA that are formally investigated by the member’s employing department will, upon conclusion, be submitted to the National HASSRA Discipline & Complaints Committee to determine whether a HASSRA penalty is appropriate.
· Conduct and Disciplinary Committees referenced in this guidance include Regional or National Disciplinary Committees, depending on whether the alleged misconduct occurred at a regional or national level.
Definition of Misconduct
4. Misconduct is defined as conduct which contravenes any of the provisions of the HASSRA Code of Conduct, HASSRA Diversity and Inclusion Statement and HASSRA Drugs and Alcohol Policy. Misconduct may also arise where any of the provisions of a member’s employer’s own code of conduct is contravened. Examples of misconduct include but are not limited to: 

· abusive language and/or rudeness affecting members, volunteers, officials, contractors or members of the public.
· violence, sexual harassment or assault, bullying, victimisation, discrimination of any kind or other improper conduct affecting members, volunteers, officials, contractors or members of the public.
· drug or alcohol abuse.
· cheating.
· misappropriation of funds, including the reselling of discounted HASSRA products for personal gain or any other purpose.
· dismissal from a qualifying employer.
· any other behaviour likely to discredit HASSRA or members’ employers, or which is inconsistent with the spirit or letter any of HASSRA’s aims, policies, rules or regulations.
Behaviour Subject to Investigation
5. Isolated minor breaches of conduct (i.e. general bad manners or ill temper) can often be dealt with satisfactorily by the organiser or HASSRA official at an event or competition. In such circumstances the member should be asked to moderate their behaviour/language and reminded of the HASSRA Code of Conduct.

6. A member’s behaviour may be investigated if a complaint or allegation is made suggesting that they may have contravened any of the provisions outlined in the Definition of Misconduct.

Levels of Misconduct

7. Misconduct is categorised as follows:
· Minor misconduct, which is divided into:
a) minor misconduct
b) more serious minor misconduct
· Serious misconduct
· Gross misconduct

See Annex 1 for descriptions and examples of each level of misconduct.




Who Should Handle Complaints

8. Most complaints or reports of misconduct are normally received at local or regional level. As such, regional association officers, particularly the Chairperson, have an important role in assessing the nature and seriousness of the complaint and what action is taken at the initial stage.

9. Not every complaint of misconduct will need to be referred to a Regional or National Complaints Committee for consideration. Some incidents of minor misconduct can be dealt with by having an informal discussion with the member. See sections on Determine the level of misconduct and Decide whether to take formal or informal action for more information. If in doubt, regional association officers should contact the National HASSRA Operations Director for advice.

10. Complaints should be referred as followed:

· HASSRA Regional Chair – For minor misconduct at regional events (unless the complaint is about the Regional Chair, in which case it should be referred to the National Team). In cases where formal action is required, the Regional Chair should convene a Regional Disciplinary & Complaints Committee comprising three members from the regional Board of Management who have not witnessed or been involved in the alleged offence. Where this is impossible, they should ask the National Team for advice.

· HASSRA National Team - For minor misconduct at national events, or for any misconduct assessed as serious or gross, or where the allegation has not taken place at a HASSRA event. In cases where formal action is required, the HASSRA National Team should convene a National Disciplinary & Complaints Committee comprising three members from the National Board of Management and/or Regional Chairs or Vice Chairs. The committee should not include the Chair of the region which the member is from.


Procedures

Steps to follow

11. The following steps must be carried out to ensure fairness in all disciplinary cases:
1. Determine the level of misconduct
2. Decide whether to take either informal or formal action 
3. [bookmark: _Hlk220074289]Informal action; or 
4. If formal action is required, proceed to: 
a. Decide whether to suspend or restrict the member immediately
b. Decide whether to use the Fast-track process
c. Inform the member
d. Gather evidence
e. Appoint a Disciplinary Committee
f. Decide the outcome
g. Consider mitigation
h. Decide on an appropriate penalty
i. Inform the member of the decision
j. Record the decision
5. Appeals

[bookmark: step1]Step 1 – Determine the level of misconduct

12. When alleged or suspected misconduct is reported, the Regional Chair or National Operations Director should assess its seriousness to determine which level of misconduct is appropriate (outlined at Annex 1). Factors to consider:

· All evidence available at the time.
· Nature and severity of the misconduct (e.g., physical violence is considered gross misconduct).
· Impact on others and on the reputation of HASSRA and the employing department.
· Damage to property (value may influence severity).
· Culpability and intent.
· Breach of the HASSRA Code of Conduct, Civil Service Code, or Standards.

13. In cases where the level of misconduct is unclear until after investigation, the member does not need to be informed of the level at the outset. However, they must be informed of the level before the decision is made.
[bookmark: step2]Step 2 – Decide whether to take informal or formal action

14. Having determined the level of misconduct, the Regional Chair or National Operations Director should decide if informal or formal action is appropriate.

15. Informal action should be taken where the misconduct is determined to be minor in nature and is an isolated example of minor misconduct which falls short of the standards expected. First offence and minor in nature. 

16. Formal action should be taken when the misconduct is determined from the allegation to be:

a) more serious minor misconduct.
b) a second or repeat offence which is minor in nature.
c) serious or gross misconduct.



Step 3 – Informal Action

17. Instances where minor misconduct is identified should not normally require convening a committee to take formal action. The matter may be addressed quickly and informally through, for example, a discussion about expectations and standards of behaviour or through advice, training, coaching or mentoring. 

18. The Regional Chair or National Operations Director may also consider asking the complainant if they wish to discuss the issue with the member who has caused offence if the complainant is happy with that course of action. In this case another member should be at the discussion and make a record that can be held in case there are further complaints of misconduct. This could be done on a Teams call which is recorded.

19. The Regional Chair or National Operations Director should also advise the member that further misconduct may lead to formal action being taken in future. 

20. A note of all actions taken should be kept securely electronically and a copy given to the member. This should be sent to the member’s personal email, clearly stating that the matter has been dealt with informally.

Step 4 – Formal Action 

21. When it has been decided that formal action is appropriate, the following steps must be followed: 

Step 4(a) – Decide whether to suspend or restrict the member immediately

22. In certain circumstances, upon receiving a complaint of misconduct, the Regional Chair or National Operations Director may determine, based on the available evidence, that the alleged behaviour constitutes serious or gross misconduct. In such cases, immediate exclusion may be required pending the outcome of a formal investigation. For example, cases involving sexual harassment, serious bullying or potential criminality.

23. In such cases immediate suspensions include, but are not limited to:
· Suspend the member from participating in club, regional, or national events.
· Suspend the member from holding an official role within their club.
· Suspend the member from serving on a regional or national committee.

24. Where a form of suspension is decided, the member(s) concerned should be provided with written confirmation of the suspension and this should clearly state the areas of HASSRA’s programme from which they are excluded. This confirmation should also confirm the position in respect of voluntary deductions from salary, which cannot be stopped, suspended or cancelled without the authority of the member. Issue Model Letter 1

Step 4(b) – Decide whether to use the Fast-track process 

25. A fast-track process may be appropriate in straightforward cases, where the evidence is readily available, there are no witness statements to be gathered, and the facts of the case are not likely to be in dispute.

26.  In such cases, the member must receive a written statement outlining the alleged misconduct, including a clear explanation and a brief summary of the supporting evidence. The member should be given 10 working days to prepare their response and seek advice or support. Additional time of five days may be granted if the member is on leave or unwell. Issue Model Letter 2

27. While waiting for the member to respond, go to Step 4e - Appoint a Disciplinary Committee and follow the steps thereafter.

28. The fast-track process may need to stop if it becomes evident at any time that the scope of the misconduct is broader or more complex than originally thought and additional witness evidence gathering may be required.

Step 4(c) – Inform the member

29. In fast-track cases, issue Model Letter 2 – as outlined above.

30. In non-fast-track cases where additional witness gathering is required, you must notify the member of the alleged misconduct and explain that they will be written to again with full details in due course. The member must also be given the opportunity to submit the names of any witnesses they believe should be contacted in relation to the alleged misconduct. Issue Model Letter 3

Step 4(d) – Gather evidence 

31. Any witnesses should be contacted in writing to inform them that they have been identified as a witness in an allegation of misconduct and be invited to provide a full written account. Witnesses will be given 10 days to submit their written statements. Additional time may be granted if the witness is on leave or unwell. Issue Model Letter 4

32. Upon completion of gathering all witness statements the member must receive a written statement outlining the alleged misconduct, together with all the supporting evidence and witness statements. Any witness statements which compromise the confidentiality of the witness may have sections redacted. The member should be given 10 working days to prepare their response and seek advice or support. Additional time of five days may be granted if the member is on leave or unwell. Issue Model Letter 5

[bookmark: step4e]Step 4(e) – Appoint a Disciplinary Committee 

33. A disciplinary committee should be appointed (as outlined in paragraph 10) to determine the outcome of the allegation. Members of the committee may vary depending on availability and suitability; members must not have witnessed or been involved in the alleged offence, nor have any vested interest in the case.

Step 4(f) – Decide the outcome 

34. The Conduct and Disciplinary Committee should review the evidence to reach a decision. The Conduct and Disciplinary Committee must:

· Carefully review the allegation report, witness statements and other supporting documentation.
· Evaluate the full facts and circumstances of the case. 
· Ensure the process and outcome is fair, reasonable, and transparent.

35. [bookmark: _Hlk220491647]If they feel they need more information from the member they can request a meeting. The member should be given five working days’ notice. The meeting should be conducted on Teams and recorded. At least two of the Conduct and Disciplinary Committee should be present. The member should be allowed a supporter. This should not be anyone involved in the case or anyone who witnessed the misconduct but could be a close friend or close family member. If the member declines the offer of a meeting, the Conduct and Disciplinary Committee must reach a decision based on the evidence available. Issue Model Letter 6

36. The Conduct and Disciplinary Committee will consider the discussion from the meeting with the member, if one has been held, alongside all the other evidence to assess whether there are reasonable grounds to conclude that the alleged misconduct occurred. The committee must hold a genuine belief – based on reasonable grounds and at the time of the decision – that the member has committed misconduct. This belief should be formed after reviewing all available evidence. Unlike legal proceedings, hard factual proof is not required.

Step 4(g) – Consider mitigation

37. Before deciding whether to apply a penalty – and determining its severity – Conduct and Disciplinary Committees must consider the member’s motives, the impact of the misconduct, and any mitigating factors presented.

38. Mitigation refers to circumstances that may justify a reduced penalty. It is the member’s responsibility to present mitigating factors, ideally supported by evidence. These should be considered before any penalty is decided. 

39. Examples of mitigating factors include (but are not limited to):

· Ill-health or behaviour influenced by medication.
· Disability-related issues that may affect behaviour.
· Provocation or perceived provocation.
· Exceptional personal, family, health, or work-related pressures.
· Serious personal trauma.
· Behaviour that appears out of character, especially with a previously unblemished record.
· Voluntary disclosure of misconduct with an explanation prior to disciplinary proceedings.

40. Timing of mitigation consideration: 

· Early in the process – In straightforward cases where the member admits wrongdoing and provides an explanation.
· At the conclusion of the disciplinary meeting – After the case is proven but before deciding on a penalty.

Step 4(h) – Decide on an appropriate penalty

41. If misconduct is proven, the Conduct and Disciplinary Committee must select a penalty that reflects the seriousness of the offence. While consistency is important, penalties should be determined on a case-by-case basis, considering all relevant circumstances.

42. Factors to consider when deciding a penalty:

· The typical penalty for the level of misconduct (minor, serious, or gross).
· Decisions made in similar cases, where known.
· Comparisons with the behaviour of others to ensure fairness.
· Any live warnings on the member’s record.
· Whether the penalty is reasonable in light of mitigating factors.

43. Penalty guidelines:

· A first written warning is typically issued for 12 months
· A final written warning is normally issued for 12 months, but may be extended up to 24 months in exceptional cases
· Extended warnings may be appropriate where a ban from HASSRA membership would ordinarily apply, but significant mitigating circumstances exist.

44. Penalties are not always sequential. The level of penalty depends on the seriousness of the misconduct. If further misconduct occurs while a warning is still active (within the 12-month period), it may escalate the level of penalty.

45. Refer to Annex 1 for examples to guide Conduct and Disciplinary Committees in determining appropriate penalties. These examples are not exhaustive or mutually exclusive and should be used as general guidance. In borderline cases, the lesser penalty should be applied.

Step 4(i) – Inform the member of the decision

46. The member must be informed of the outcome and provided with a written decision, including details of their right to appeal. 

47. Where the committee decide there is no case to answer or the allegation is unproven, issue Model Letter 7.

48. Where the committee decide that misconduct has been proven and the penalty is:

a) a First Written Warning, issue Model Letter 8.

b) a Final Written Warning, issue Model Letter 9.

c) a suspension/restriction of programme access or duties, issue Model Letter 10. When a period of suspension/restriction has ended, issue Model Letter 11.

d) termination of HASSRA membership for repeated misconduct, issue Model Letter 12.

e) [bookmark: _Hlk220336592]termination of HASSRA membership for gross misconduct, issue Model Letter 13.

Step 4(j) – Record the decision

49. On completion of disciplinary action in all categories, all relevant documents should be passed to the National HASSRA Business Support Team for retention. The Business Support team will also record a note on the member’s HASSRA Live account.

Step 5 – Appeals

50. In cases where a penalty has been given the member will have a right of appeal. Appeals can be made against:

· procedural errors; and/or
· the decision.

51. The following principles must be upheld when considering an appeal:

· individuals only have the right of appeal against a penalty after it has been imposed.
· appeals must be made in writing.
· appeals will only be considered by committee members who were not involved in the original determination.
· individuals have the right to submit relevant additional information but will need to explain why it was not submitted earlier.
· the original decision will stand until after the appeal has been considered.
Who Should Handle the Appeal
52. If the complaint was originally dealt with regionally - a regional appeals committee should be convened comprising three different members of the regional Board of Management than those who made the original decision. Where this is impossible, the regional chair should ask the National Operations Director for advice.

53. If the complaint was originally dealt with nationally – a national appeals committee should be convened comprising three different members of the national Board of Management and/or Regional Chairs than those who made the original decision.
Member actions
54. Members have 10 working days from the date of receipt of the written decision in which to send their written appeal to the appeals committee. The member must make it clear whether they are appealing against:

· a procedural error; and/or
· the decision.

55. When making an appeal, members should:

· provide new information or evidence if this is the reason for the appeal.
· when there is no new evidence or information and the appeal is based on the original evidence, explain the grounds for their thinking the original evidence was given too much or too little weight, or the grounds for their thinking the original decision was not fundamentally fair or reasonable.
· clearly state their desired outcome.

Appeals Committee Process

56. The appeal should be acknowledged within five working days of its receipt. Issue Model Letter 14.

57. The Appeal Committee should examine the reasons for appeal and the original complaint and witness statements to decide if further information is required from the member. If further information is required, the Appeal Committee can decide to meet with the member to obtain that evidence. This will be done virtually in most cases. The member should be given five days’ notice to enable them to prepare information. It may be helpful to explain what questions you need answering when sending the letter to the member. Issue Model Letter 15.

Considering the Appeal

58. The Appeals Committee should not reconsider the case in detail but should more broadly consider whether the original decision was one that a reasonable, fair-minded person could have reached based on the facts. They should focus on the reasons for the appeal set out in the member’s appeal. If new evidence is made available, the Appeal Committee should consider the impact this may have on the final decision.

59. If there is evidence that correct procedures have not been followed, the Appeal Committee must discuss this with the original Decision-Making Committee including whether there was any justification for not following the procedures. They should consider whether any of the procedural errors could be corrected.

60. If the procedural errors cannot be corrected, the Appeal Committee should consider the impact of not following the correct procedures on the decision taken and on the final outcome and decide whether or not the procedural errors have fundamentally changed the outcome of the case.

61. It may be the case that, even if the correct procedures had been followed, the same conclusion would have been reached. If the errors were minor, it may not have any impact on the final outcome, however more significant errors could have led to a fundamentally flawed decision and the wrong outcome.

62. If the Appeal Committee decide not to uphold the appeal. I.e. The original decision made by the Conduct and Disciplinary Committee remains in place, then this decision is final and there is no further right of appeal.
Inform the Member
63. As soon as possible after the Appeal Committee reach a decision the member should be informed of the outcome. Issue Model Letter 16.

Record the Decision

64. On completion of Appeal action, all relevant documents should be passed to the National HASSRA Business Support Team for retention. The Business Support team will also record a note on the member’s HASSRA Live account.




Special Cases To be dealt with Outside Normal Disciplinary Procedures

65. There are two categories of disciplinary action which stand outside the routine procedures described above. These are:

a) immediate exclusion from events without prior disciplinary action.

b) allegations of serious misconduct where there is no complainant.

66. Because of the potentially sensitive and contentious nature of these cases, it is essential that the special procedures described below must be strictly followed. It is also especially important that decision-makers adhere strictly to the principles of natural justice: that the person accused of misconduct:

· must be informed of the allegations against them and be given the opportunity to respond to those allegations.

· is entitled to have his/her case heard by an unbiased and impartial tribunal.

Exclusion from Events Without Prior Disciplinary Action

67. On some occasions, it may be necessary to take immediate action to exclude a member from an event before a formal investigation can take place. This will depend on the nature of the incident and the circumstances in which it occurred. For example, behaviour such as being drunk and disorderly or engaging in offensive conduct that is likely to bring HASSRA or the Department into disrepute may warrant immediate exclusion.

68. HASSRA reserves the right to decide who may attend its events. In doing so it will consider:

a) the wellbeing, comfort, safety and enjoyment of any and all members present at those events, including the member to be excluded.

b) any relevant HASSRA policies, rules and regulations, or directives from the Council (AGM) or National Board of Management.

69. Such exclusions shall be considered where the excluding officer (usually an officer of the Association and/or the event organiser) has reasonable grounds for believing that:

a) a member’s past conduct, regardless of whether formal disciplinary action was taken, was prejudicial to the wellbeing, comfort, safety and enjoyment of any or all members present at a HASSRA event; and

b) that past conduct might be repeated at the event in question; and/or

c) their presence at the event in question may continue to compromise the wellbeing, comfort, safety and enjoyment of any or all members present.

70. In all cases, the excluding officer should seek advice from his/her Regional Chairperson or National Operations Director before making the exclusion. Where it is agreed a member will be excluded from an event, the excluding officer will explain the reason(s) for the exclusion to the member. That decision will be final and have immediate effect. 

71. The excluding officer will document the action taken and then as soon as practicable after the exclusion refer the details to the National HASSRA Team to commence formal action as per Step 4 et seq.
Allegations of Serious Misconduct Where There is No Complainant

72. There may be occasions where serious misconduct, such as violence, sexual harassment or assault, bullying, victimisation, discrimination, or other improper conduct, has been witnessed or led to a criminal conviction but the victim chooses not to or is not eligible (because they are not a HASSRA member) to make a complaint to HASSRA.

73. While the absence of a complainant might ordinarily preclude formal disciplinary action, the conduct might be of such serious nature and so contrary to HASSRA’s aims, policies and regulations that the National Disciplinary & Complaints Committee will wish to investigate the alleged misconduct in order to determine the facts and make a decision. In doing so, the National Disciplinary & Complaints Committee will:

1) gather evidence, including witness statements.

2) write to the alleged perpetrator, setting out the allegation and supporting evidence, and inviting a response.

3) review the evidence in light of the alleged perpetrator’s response and decide whether on the balance of probabilities there is a case to answer.

74. The National Disciplinary Committee will then decide whether on the balance of probabilities there is sufficient grounds for a finding of serious misconduct and what, if any, action should be taken. This may include:

· the imposition of a penalty consistent with misconduct dealt with through the normal disciplinary procedures.

· consideration of a report to the member’s employer.

75. The perpetrator has the right of appeal which will be heard by the HASSRA Board of Management. The time limit for the appeal is one calendar month from the date of the notification of the outcome.

76. At each stage of the process, the National HASSRA Discipline & Complaints Committee and the National Board of Management must:

· observe the rules of natural justice.

· consider any evidence, including witness testimony, which on the balance of probability is credible and which in all the circumstance provides reasonable grounds for a finding of serious misconduct event.

· disregard any evidence, including witness testimony, which on the balance of probability lacks credibility or gives rise to reasonable concern that it is mischievous, vexatious or otherwise improperly motivated.

· provide a written report of the decision and reasons for deciding the outcome. 


End
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[bookmark: Annex1]Annex 1 – Descriptions of Misconduct Each incident should be assessed individually depending on the severity and impact.

Minor Misconduct
	Description
	Examples of Misconduct (this list is not exhaustive)
	Possible Penalties

	An isolated example of misconduct which falls short of the standards expected. First offence and minor in nature.
	Being unfit to compete in an event due to effects of alcohol/drugs. Low impact

Being rude to other members, event organisers, competitors/participants, umpires or referees.

Smoking in a no smoking area.

Minor breaches of the HASSRA Code of Conduct or Civil Service Code or Standards of Behaviour policy such as making inappropriate comments on social media sites or in public where the department or HASSRA can be identified. Each incident should be assessed individually depending on the severity and impact. Low impact.

	Informal discussion – the Regional Chair or National Operations Director talks to the member and asks them to explain their actions; invites them to provide information about any relevant personal details or health reasons that may have affected their behaviour and reminds them of the Employee Assistance Programme.







More Serious Minor Misconduct
	Description
	Examples of Misconduct (this list is not exhaustive)
	Possible Penalties

	More serious minor misconduct which may result in formal action.
	Minor inappropriate behaviour to members of the public - e.g. less serious rudeness not personally directed as abuse at a member of the public.

Posting inappropriate material on Social Media or the HASSRA message boards which may be considered rude, provocative or offensive and does not meet the criteria for such cases where informal discussion would be the usual outcome. Medium impact.

	The normal penalty will be a First Written warning.

A First Written Warning lasts for 12 months.

If Conduct and Disciplinary Committees accept mitigation put forward by the employee a First Written Warning may be reduced to informal action.







Serious Misconduct
	Description
	Examples of Misconduct (this list is not exhaustive)
	Possible Penalties

	Repeated minor offences or significant breaches of the standards expected which will result in formal action.







	Repetition of minor misconduct which the employee has already been warned about. 
NB. A First Written Warning would normally be in place before repetition of minor misconduct escalates to serious misconduct. 

Being unfit to compete in a sport/activity through drinking alcohol or taking drugs during the competition/event. High impact.

Serious instances of bringing the department into disrepute, for example, being drunk and disorderly outside at a HASSRA event. Being drunk but not disorderly would be classed as minor misconduct.

Failure to follow reasonable instructions with serious consequences, for example, damage to property or serious reputational damage to HASSRA and/or the Civil Service.

Serious inappropriate behaviour to members of the public - e.g. more serious rudeness, including use of minor bad language, being deliberately provocative or making over-familiar/suggestive comments.

Offensive personal behaviour, for example abuse of another member (verbally or by email or social media).

Vexatious or malicious complaints and grievances.

Victimisation.

Smoking in buildings.

Cases of bullying, non-sexual harassment and discrimination.

Posting inappropriate material on Social Media or on the HASSRA message boards, for example, comments that could be offensive, inflammatory or destructive. Using the Social Media or HASSRA Message Boards for bullying or ganging up on someone, using inappropriate language relating to characteristics protected by the Equality Act 2010 (race, sex, sexual orientation, religion, etc.) or intimidating language, conducting an argument virtually that would be serious misconduct if done in person or in front of colleagues. High impact.
	The normal penalty will be a First Written warning, unless the misconduct is after a First Written Warning has been given and is still Live, in which case the Conduct and Disciplinary Committee should consider a Final Written Warning. 
　
Final Written Warnings are appropriate where the misconduct has serious consequences for HASSRA but does not amount to Gross Misconduct.

If Conduct and Disciplinary Committees accept mitigation put forward by the member a Final Written Warning may be reduced to a First Written Warning.

If a further act of misconduct is committed after a First Written Warning has been given and is still Live a Final Written Warning will be issued.

Final Written Warnings last for a minimum period of 12 months.

Conduct and Disciplinary Committees may also consider a periodic ban from taking part in events or holding office or being a HASSRA member.



Gross Misconduct
	Description
	Examples of Misconduct (this list is not exhaustive)
	Possible Penalties

	Gross misconduct is serious enough to destroy the relationship between member and the Association and the likely penalty is expulsion from the Association.

Repeated acts of serious misconduct are included and have the same status as gross misconduct.
	Deliberate and gross misuse or damage to departmental property.

Physical violence or threatening behaviour.

All cases of sexual harassment, and more serious cases of bullying, harassment and discrimination.

A serious criminal conviction for an offence that could put HASSRA members at risk if the member reoffended.

Serious instances of bringing HASSRA or the Civil Service into disrepute, for example, posting defamatory comments or unauthorised information about HASSRA, the Civil Service, members, colleagues, ministers on social media sites.

Bribery, theft or fraud.

Falsification of records.

Gross negligence.

Causing major loss, damage or injury through serious negligence.

Significant breach of health and safety rules.

Being unfit for more than one event through the use of drugs or alcohol with serious consequences for HASSRA, the Civil Service and your employer.

Vexatious or malicious grievances with serious consequences for the department, customers or public.

Extreme forms of harassment or victimisation.

Repeated or significant breach of the HASSRA Code of Conduct or Civil Service Code or Standards of Behaviour policy.

Very offensive behaviour.

Grossly inappropriate behaviour to members - e.g. being offensive, using serious bad language or abusive terminology, as well as any insulting behaviour that could relate to someone's racial origin, gender, sexual orientation, religion, disability or physical characteristics.





	The normal penalty will be expulsion from the Association.

Serious cases involving alleged or potential criminality may be reported to legal authorities, potentially resulting in civil or criminal charges.

If Conduct and Disciplinary Committees accept mitigation put forward by the member this may mean it can be reduced to a Final Written Warning or a periodic ban from holding office or periodic ban from being a member.

Final Written Warnings are normally given for a minimum of 12 months but exceptionally may be extended to a maximum of 24 months. Extensions may be appropriate where the member would ordinarily have been banned from membership, but there are extensive mitigating circumstances. 

Where the penalty is reduced to a Final Written Warning for gross misconduct involving sexual harassment, the recipient of the warning will be expected to attend training sessions on anti-sexual harassment and standards of behaviour.

In addition to, but only when a Final Written Warning has been given, Conduct and Disciplinary Committees may also impose one or more additional penalties including but not limited to a ban from taking part in events or holding office or a periodic ban from being a member.

If a further act of misconduct is committed after a Final Written Warning has been given and is still Live expulsion will be considered.

In cases of posting inappropriate material on Social Media or HASSRA Message Boards, if a Final Written Warning is issued, the Conduct and Disciplinary Committee may also apply a periodic suspension on the members ability to publish comments on HASSRA Message Boards or HASSRA Social Media Accounts.








Annex 2 – Model Letter Templates (to be adapted/amended as appropriate)

[bookmark: model1]Model letter 1 – Immediate suspension

PERSONAL
[Date]
From: HASSRA Regional Chair/National Operations Director (delete as appropriate) 
To: [Name and location of member] 
Subject: Investigation into Alleged Misconduct
Dear [Name]
I am writing to inform you that I have received an allegation of misconduct involving you.
Details of the specific allegations against you are outlined below:  
[Insert full details of the alleged incident, including the nature of the conduct (e.g. serious, or gross misconduct), the date(s) of occurrence, a clear description of the alleged behaviour, and why it is considered misconduct. Avoid vague terms such as “breach of code of conduct”—please specify the nature of the breach and its context. If the level of misconduct has not yet been determined due to insufficient information, please state that clearly.]
Next Steps
[bookmark: _Hlk220424627]I will be convening a Disciplinary Committee to conduct a formal investigation into the allegation. Relevant witnesses will be contacted, and statements obtained where appropriate. If there are a large number of potential witnesses, it will be for the Investigation Manager*/me* to decide which individuals to approach. You may submit the names of any witnesses you believe should be contacted in connection with this. However, you must not approach any witnesses yourself or encourage others to do so.

Once the Committee has gathered all relevant witness statements, they will write to you with all the supporting evidence. You will then have the right to explain your conduct. You may do this by making a written statement. The Committee will consider your comments and the other details of the case and send you their decision in writing.

In the meantime, due to the serious nature of the allegations against you, I have decided to suspend you from [insert details of the area(s) of HASSRA’s programme from which they are excluded. If this is membership suspension, confirm the position in respect of voluntary deductions from salary, which cannot be stopped, suspended or cancelled without the authority of the member.]

Please note that this suspension is not an assumption of guilt, nor is it a disciplinary penalty. It is a neutral measure and will not influence the outcome of the investigation. 

You will remain a HASSRA member during this period and are expected to continue adhering to HASSRA’s Code of Conduct [delete if suspending membership].

Please note that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone except those directly involved, or with a personal support contact such as a close family member or friend who was not present during the incident. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share this information with others. All documents shared with you are confidential and must not be disclosed. Maintaining confidentiality is essential, and any breach may be treated as misconduct and could result in further disciplinary action.

Please acknowledge receipt of this letter by replying to [insert name of contact – this may be the person gathering evidence, the Committee chair, Conduct and Disciplinary Committee, or Appeal Manager] via email, and provide the names of any witnesses you believe should be contacted in relation to this matter.

Yours sincerely,

HASSRA Regional Chair/National Operations Director





















[bookmark: model2]Model letter 2 – Notification to member of allegation – Fast-track process

PERSONAL
[Date]
From: HASSRA Regional Chair/National Operations Director (delete as appropriate) 
To: [Name and location of member] 
Subject: Investigation into Alleged Misconduct
Dear [Name]
I am writing to inform you that I have received an allegation of misconduct involving you.
Details of the specific allegations against you are outlined below:  
[Insert full details of the alleged incident, including the nature of the conduct (e.g. serious, or gross misconduct), the date(s) of occurrence, a clear description of the alleged behaviour, and why it is considered misconduct. Avoid vague terms such as “breach of code of conduct”—please specify the nature of the breach and its context. If the level of misconduct has not yet been determined due to insufficient information, please state that clearly.]
Next Steps
I will be convening a Disciplinary Committee to conduct a formal investigation into the allegation. The purpose of the investigation is to gather and assess evidence to determine, on the balance of probability, whether there is a case to answer.

The Committee have to consider the appropriateness of your participation in future HASSRA events and activities. Before they make a decision on this matter you have the right to explain your conduct. You may do this by making a written statement and you may also submit further evidence which you consider relevant. Any written statement and further evidence you wish to submit must be sent to [insert name of contact – this may be the person gathering evidence, the Committee chair, Conduct and Disciplinary Committee, or Appeal Manager] within 10 working days of receiving this letter. The Committee will then consider your comments and the other details of the case and send you their decision in writing.

Before you decide how to respond to this letter, I recommend that you read the HASSRA Conduct and Discipline Policy and Procedures, a copy of which can be found here [insert link].

When making your written statement, please tell us about:

1. What Happened - Tell us what took place. Include details like when and where it happened, who was involved, and what you did or saw. Stick to the facts.
2. Why Did It Happen - Explain what led to the situation. You can talk about anything that affected your actions—like stress, confusion, personal issues, or work pressures.

3. Mitigation (Anything That Helps Explain or Reduce the Impact) - Share anything that helps explain your actions or shows what you've done since. This could include saying sorry, learning from the situation, or steps you've taken to make sure it doesn’t happen again.

I would like to remind you that this is your final opportunity to state your case before the Committee make a decision. If we have not heard from you by [insert date], we will assume that you have nothing further to add and the Committee will decide on the appropriateness of your participation in future HASSRA events/activities based on the evidence already available to them.

Please note that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone except those directly involved, or with a personal support contact such as a close family member or friend who was not present during the incident. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share this information with others. All documents shared with you are confidential and must not be disclosed. Maintaining confidentiality is essential, and any breach may be treated as misconduct and could result in further disciplinary action.

Please acknowledge receipt of this letter by return email.

Yours sincerely,

HASSRA Regional Chair/National Operations Director
















[bookmark: model3]Model letter 3 – Notification to member of allegation – Non-fast-track process

PERSONAL
[Date]
From: HASSRA Regional Chair/National Operations Director (delete as appropriate) 
To: [Name and location of member] 
Subject: Investigation into Alleged Misconduct
Dear [Name]
I am writing to inform you that I have received an allegation of misconduct involving you.
Details of the specific allegations against you are outlined below:  
[Insert full details of the alleged incident, including the nature of the conduct (e.g. serious, or gross misconduct), the date(s) of occurrence, a clear description of the alleged behaviour, and why it is considered misconduct. Avoid vague terms such as “breach of code of conduct”—please specify the nature of the breach and its context. If the level of misconduct has not yet been determined due to insufficient information, please state that clearly.]
Next Steps
I will be convening a Disciplinary Committee to conduct a formal investigation into the allegation. The purpose of the investigation is to gather and assess evidence to determine, on the balance of probability, whether there is a case to answer.
Relevant witnesses will be contacted, and statements obtained where appropriate. If there are a large number of potential witnesses, it will be for the Investigation Manager*/me* to decide which individuals to approach. You may submit to me the names of any witnesses you believe should be contacted in connection with this. However, you must not approach any witnesses yourself or encourage others to do so.
Once the Committee has gathered all relevant witness statements, they will write to you with all the supporting evidence. You will then have the right to explain your conduct. You may do this by making a written statement. The Committee will consider your comments and the other details of the case and send you their decision in writing.

Please note that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone except those directly involved, or with a personal support contact such as a close family member or friend who was not present during the incident. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share this information with others. All documents shared with you are confidential and must not be disclosed. Maintaining confidentiality is essential, and any breach may be treated as misconduct and could result in further disciplinary action.

Please acknowledge receipt of this letter by replying to [insert name of contact – this may be the person gathering evidence, the Committee chair, Conduct and Disciplinary Committee, or Appeal Manager] via email, and provide the names of any witnesses you believe should be contacted in relation to this matter.

Yours sincerely,

HASSRA Regional Chair/National Operations Director


































[bookmark: model4]Model letter 4 – Invitation for a witness to provide a written statement

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of witness] 
Subject: Request for Written Witness Statement
Dear [Name]
I am writing to inform you that I am currently investigating [insert brief description of the alleged incident].
You have been identified as a witness / you have made an allegation against [insert name of the person being investigated]. I would like to invite you to provide a full written account of what happened. Your cooperation is important and will greatly assist in the investigation and help inform the final report.
Please send your written statement by email no later than midnight on [insert date – 10 calendar days from the date of this letter].
If you are unable to meet this deadline due to illness, annual leave, or other reasonable circumstances, please propose a new submission date within five working days of the original deadline.
Please be aware that any information you provide may be used in disciplinary proceedings. You are under no obligation to make a submission on this matter, but if you do respond, your responses may be shared with [insert name(s) of the person(s) under investigation], although your name will not be disclosed. 
In considering your response, I would ask you to focus only on your recollections of what happened, not on what you may have heard from other people. 
This disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone—including the complainant, other witnesses, or the individual under investigation—except those directly involved in the process or a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share this information with anyone else. All documents shared with you are confidential and must not be disclosed. Maintaining confidentiality is essential, and any breach may be treated as misconduct and could result in disciplinary action.
Yours sincerely,

HASSRA Discipline & Complaints Committee 
[bookmark: model5]Model letter 5 – Request for member to provide a statement on completion of gathering other witness statements

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] appropriate) 
To: [Name and location of member] 
Subject: Investigation into Alleged Misconduct
Dear [Name]
I/[Insert name of person who originally notified the member of the allegation, if different] wrote to you on [insert date] to say that I/we had received an allegation of misconduct involving you. I am now writing to you with all supporting evidence and witness statements.
Details of the specific allegations against you are outlined below:  
[Insert full details of the alleged incident, including the nature of the conduct (e.g. serious, or gross misconduct), the date(s) of occurrence, a clear description of the alleged behaviour, and why it is considered misconduct. Avoid vague terms such as “breach of code of conduct”—please specify the nature of the breach and its context. If the level of misconduct has not yet been determined due to insufficient information, please state that clearly.]

Supporting evidence:

[Insert details of witness statements and documentary evidence enclosed. Ensure that personal details and other information which may compromise confidentiality are redacted from witness statements. Use bullet points to itemise the documents enclosed]

The Committee have to consider the appropriateness of your participation in future HASSRA events and activities. Before they make a decision on this matter you have the right to explain your conduct. You may do this by making a written statement and you may also submit further evidence which you consider relevant. Any written statement and further evidence you wish to submit must be sent to [insert name of contact – this may be the person gathering evidence, the Committee chair, Conduct and Disciplinary Committee, or Appeal Manager] within 10 working days of receiving this letter. The Committee will then consider your comments and the other details of the case and send you their decision in writing.

Before you decide how to respond to this letter, I recommend that you read the HASSRA Conduct and Discipline Policy and Procedures, a copy of which can be found here [insert link].

When making your written statement, please tell us about:

1. What Happened - Tell us what took place. Include details like when and where it happened, who was involved, and what you did or saw. Stick to the facts.

2. Why Did It Happen - Explain what led to the situation. You can talk about anything that affected your actions—like stress, confusion, personal issues, or work pressures.

3. Mitigation (Anything That Helps Explain or Reduce the Impact) - Share anything that helps explain your actions or shows what you've done since. This could include saying sorry, learning from the situation, or steps you've taken to make sure it doesn’t happen again.

I would like to remind you that this is your final opportunity to state your case before the Committee make a decision. If we have not heard from you by [insert date], we will assume that you have nothing further to add and the Committee will decide on the appropriateness of your participation in future HASSRA events/activities based on the evidence already available to them.

I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone except those directly involved, or with a personal support contact such as a close family member or friend who was not present during the incident. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share this information with others. All documents shared with you are confidential and must not be disclosed. Maintaining confidentiality is essential, and any breach may be treated as misconduct and could result in further disciplinary action.

Please acknowledge receipt of this letter by return email.

Yours sincerely,

HASSRA Discipline & Complaints Committee 









[bookmark: model6]Model letter 6 – Meeting invitation to person being investigated  Note - If you do not use this model letter, ensure the invitation contains:
· The precise nature of the alleged offence and the supporting evidence with any third party personal details removed.

· Where sufficient information is available to indicate a potential level of misconduct, whether it is minor, serious or gross. As the purpose of an investigation is to establish whether something occurred and, if it did, the circumstances of the incident, sometimes at the outset insufficient information will be known to indicate a potential level of misconduct, in which case this can be omitted.

· The date, time and location of the meeting, this should be a minimum of 5 working days’ notice from the date of the letter.

· That this is a fact-finding meeting.  

· The offer of an alternative date provided it is reasonable and falls within 5 working days of the original.

· The fact that non-attendance will mean disciplinary action continuing in their absence.

· The issue is confidential and should not be discussed with anyone, either during the investigation or after its conclusion. Failure to respect this confidentiality could result in disciplinary action. The employee may discuss the case only as required with someone who is directly involved as part of the discipline procedure or close family member. If their partner is also a HASSRA member, they may discuss it at home with them, but the partner must not discuss it with anyone but them. To do so would be viewed as serious misconduct. It must continue to remain confidential even after the investigation has concluded.

· 



PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Investigation into Alleged Misconduct
I/[insert name of person who wrote previous letter] wrote to you on [insert date] to ask you to make a written statement regarding [the alleged incident being investigated] which, if proven, could be [based on information held, where possible indicate whether this would be minor, serious or gross – delete if there is too little information to indicate a potential level of misconduct] misconduct.
The Discipline and Complaints Committee has reviewed the evidence of the case and would like to speak to you to find out more information about what happened. 
Your co-operation in this matter will greatly assist our inquiries and will inform our investigation. Therefore, I am inviting you to a meeting on [date and time] at [location/Microsoft Teams].
The purpose of this meeting is to establish the facts of the matter. 
You have the right to be accompanied by someone else. This should not be anyone involved in the case or anyone who witnessed the misconduct but could be a close friend or close family member. If you or your companion cannot reasonably attend the meeting, you should propose a new date to allow the meeting to take place within five working days of the original meeting date. If you do not do this, or fail to attend the re-arranged meeting, consideration of the allegation will go ahead in your absence based on the available information.
Please let me know as soon as possible, or at least three working days prior to the meeting, if you or your companion require any special arrangements or if you need any particular accommodation requirements to enable you to attend or participate in the meeting. 
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Please acknowledge receipt of this letter by return email and let me know if you able to attend.
Yours sincerely,

HASSRA Discipline & Complaints Committee 


















[bookmark: model7]Model letter 7 – Decision - No case to answer or the allegation is unproven

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Disciplinary Decision
I am writing to inform you that the investigation into the alleged misconduct concerning [insert details of incident] has now concluded.
Following a thorough review of all relevant information, we have now considered all the facts of your case and have decided that there is no case to answer/the case is unproven [amend as appropriate and give reasons why]. As such, no further action will be taken.
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Thank you for your cooperation throughout the investigation.
Yours sincerely,

HASSRA Discipline & Complaints Committee 
















[bookmark: model8]Model letter 8 – Decision – First written warning

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Disciplinary Decision
I am writing to inform you that the investigation into the alleged misconduct concerning [insert details of incident] has now concluded.
We have considered all the facts available to us, including witness statements [delete if no witness statements]. We have also taken into account your representations and other supporting evidence. We have also considered your previous conduct. Based on the above evidence, 
Either: in view of your acceptance that you did:
· [detail the misconduct, when and where it occurred].
Or: the investigation has concluded that, on the balance of probabilities, you did:
· [detail the misconduct, when and where it occurred].
As a result, we regard your action(s) as minor/serious [delete as approp] misconduct, and I am issuing you with a first written warning.
This warning will remain on your HASSRA record for 12 calendar months from the date of this letter, until [insert date]. Should you commit further misconduct during this period, you may receive a final written warning, or in cases of gross misconduct, and except in exceptional circumstances, your HASSRA membership may be terminated.
It is therefore essential that you improve your conduct and behaviour to meet the standards expected of all HASSRA members and act professionally at all times.
You have the right to appeal this decision. Any appeal must be submitted in writing within 10 working days and addressed to [Insert name of the Appeal Manager].
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Please acknowledge receipt of this letter by return email.
Yours sincerely,
HASSRA Discipline & Complaints Committee 












































[bookmark: model9]Model letter 9 – Decision – Final written warning

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Disciplinary Decision
I am writing to inform you that the investigation into the alleged misconduct concerning [insert details of incident] has now concluded.
We have considered all the facts available to us, including witness statements [delete if no witness statements]. We have also taken into account your representations and other supporting evidence. We have also considered your previous conduct. Based on the above evidence, 
Either: in view of your acceptance that you did:
· [detail the misconduct, when and where it occurred].
Or: the investigation has concluded that, on the balance of probabilities, you did:
· [detail the misconduct, when and where it occurred].
As a result, we regard your action(s) as serious/gross [delete as approp] misconduct, and I am issuing you with a final written warning.
This warning will remain on your HASSRA record for [insert duration – typically 12 months, or up to 24 months], until [insert expiry date]. If you commit further misconduct during this period, your HASSRA membership is likely to be terminated, unless exceptional circumstances apply.
It is therefore essential that you improve your conduct and behaviour to meet the standards expected of all HASSRA members and act professionally at all times.
You have the right to appeal this decision. Any appeal must be submitted in writing within 10 working days and addressed to [Insert name of the Appeal Manager].
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 

Please acknowledge receipt of this letter by return email.
Yours sincerely,
HASSRA Discipline & Complaints Committee 












































[bookmark: model10]Model letter 10 – Decision – Suspension/restriction of programme access or duties

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Disciplinary Decision
I am writing to inform you that the investigation into the alleged misconduct concerning [insert details of incident] has now concluded.
We have considered all the facts available to us, including witness statements [delete if no witness statements]. We have also taken into account your representations and other supporting evidence. We have also considered your previous conduct. Based on the above evidence, 
Either: in view of your acceptance that you did:
· [detail the misconduct, when and where it occurred].
Or: the investigation has concluded that, on the balance of probabilities, you did:
· [detail the misconduct, when and where it occurred].
As a result, we regard your action(s) as serious/gross [delete as approp] misconduct, and I am issuing you with a suspension from [insert details of the area(s) of HASSRA’s programme from which they are excluded, the effective date and duration. If this is membership suspension, confirm the position in respect of voluntary deductions from salary, which cannot be stopped, suspended or cancelled without the authority of the member.]
E.g.  A ban from participating in HASSRA Festivals for 1 year from ……to……… 
You have the right to appeal this decision. Any appeal must be submitted in writing within 10 working days and addressed to [Insert name of the Appeal Manager].
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Please acknowledge receipt of this letter by return email.

Yours sincerely,
HASSRA Discipline & Complaints Committee 
[bookmark: model11]Model letter 11 – End of suspension

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: End of Suspension
You have been on a period of suspension from [insert area(s) of HASSRA’s programme from which they are excluded].
I am writing to inform you that this suspension, which commenced on [insert date of commencement], will end on [insert end date].
You may resume [insert area(s) of HASSRA’s programme from which they are excluded] from [insert date/time].
Please remember that, going forward, it is essential your conduct and behaviour meet the standards expected of all HASSRA members, and that you act professionally at all times.
If you have any further queries, please do not hesitate to contact me.
Yours sincerely,

HASSRA Discipline & Complaints Committee 


















[bookmark: model12]Model letter 12 – Decision – Termination of membership for repeated misconduct

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Disciplinary Decision 
I am writing to inform you that the investigation into the alleged misconduct concerning [insert details of incident] has now concluded.
We have considered all the facts available to us, including witness statements [delete if no witness statements]. We have also taken into account your representations and other supporting evidence. Based on the above evidence, 
Either: in view of your acceptance that you did:
· [detail the misconduct, when and where it occurred].
Or: the investigation has concluded that, on the balance of probabilities, you did:
· [detail the misconduct, when and where it occurred].
You have previously been subject to disciplinary action due to repeated misconduct. On [insert date], you received a first written warning for failing to meet the standards of conduct expected of HASSRA members. On [insert date], you were issued a final written warning following a further breach of acceptable conduct. At that time, you were advised that any further misconduct could result in the termination of your HASSRA membership.
After reviewing all the evidence and considering the seriousness and recurrence of the misconduct, I have decided that your HASSRA membership will be terminated, effective from the date of this letter. This decision has been made based on [insert rationale and reasoning for the decision, including reference to the nature and impact of the misconduct].
If you have already resigned your HASSRA membership, a record of this decision will still be retained. Should you apply to rejoin HASSRA within [insert number of years], your membership will be automatically terminated. You may reapply for membership after this period has elapsed.
You have the right to appeal this decision. Any appeal must be submitted in writing within 10 working days and addressed to [Insert name of the Appeal Manager].
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Returning HASSRA Equipment 
You are required to return all HASSRA property (e.g., sports equipment) as soon as possible. Please contact [insert name and contact details], to arrange the return.

Please acknowledge receipt of this letter by return email.

Yours sincerely,

HASSRA Discipline & Complaints Committee 




















[bookmark: model13]Model letter 13 – Decision – Termination of membership for gross misconduct

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Disciplinary Decision 
I am writing to inform you that the investigation into the alleged misconduct concerning [insert details of incident] has now concluded.
We have considered all the facts available to us, including witness statements [delete if no witness statements]. We have also taken into account your representations and other supporting evidence. We have also considered your previous conduct. Based on the above evidence, 
Either: in view of your acceptance that you did:
· [detail the misconduct, when and where it occurred].
Or: the investigation has concluded that, on the balance of probabilities, you did:
· [detail the misconduct, when and where it occurred].
As a result, we regard your action(s) as gross misconduct, and have decided that your HASSRA membership will be terminated with immediate effect. This termination will remain in place for a period of [X] years.
If you have already resigned your HASSRA membership, a record of this decision will still be retained. Should you apply to rejoin HASSRA within [insert number of years], your membership will be automatically terminated. You may reapply for membership after this period has elapsed.
You have the right to appeal this decision. Any appeal must be submitted in writing within 10 working days and addressed to [Insert name of the Appeal Manager].
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Returning HASSRA Equipment 
You are required to return all HASSRA property (e.g., sports equipment) as soon as possible. Please contact [insert name and contact details], to arrange the return.

Please acknowledge receipt of this letter by return email.

Yours sincerely,

HASSRA Discipline & Complaints Committee 


























[bookmark: model14]Model letter 14 – Appeal acknowledgment

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Appeal Acknowledgement
I am writing to acknowledge your appeal against the decision of misconduct which was confirmed to you in writing on [insert date of original decision letter].
I will be convening an Appeal Committee to review the decision, taking into account the reasons you have provided for your appeal. We may contact you again if any further information is required to clarify specific details. If no additional information is needed, the Committee will consider your comments along with all other relevant case details and will issue their decision to you in writing.
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Yours sincerely,

HASSRA Discipline & Complaints Committee 










[bookmark: model15]Model letter 15 – Appeal meeting invitation

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Invitation to Appeal Meeting
The Appeal Committee has reviewed the details of your case and would like to invite you to a meeting on [date and time] at [location/Microsoft Teams] to discuss [specify issue]. In particular we would like the following questions answered [insert questions as appropriate]:
1. 
2. 
The purpose of the meeting is to examine the decision-making process and decide whether it was reasonable. 
At the meeting you can accompanied by someone else. This should not be anyone involved in the case or anyone who witnessed the misconduct but could be a close friend or close family member. If you or your companion cannot reasonably attend the meeting, you should propose a new date to allow the meeting to take place within five working days of the original meeting date. If you do not do this, or fail to attend the re-arranged meeting, consideration of the appeal will go ahead in your absence based on the available information.
Please let me know as soon as possible, or at least three working days prior to the meeting, if you or your companion require any special arrangements or if you need any particular accommodation requirements to enable you to attend or participate in the meeting.
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Please acknowledge receipt of this letter by return email and let me know if you able to attend.
Yours sincerely
Appeals Committee

[bookmark: model16]Model letter 16 – Appeal Decision

PERSONAL
[Date]
From: HASSRA Discipline & Complaints Committee [Amend as appropriate] 
To: [Name and location of member] 
Subject: Appeal Decision
You appealed against the [written warning / final written warning / notice of termination of HASSRA membership – select as appropriate], which was confirmed to you in writing on [insert date of original decision letter]. I am writing to confirm the outcome of your appeal.
[Option 1 – Appeal Not Upheld]
After careful consideration of all the evidence presented, including [list any new evidence considered or evidence dismissed as irrelevant], and a full review of the grounds for your appeal, I have decided not to uphold your appeal. The original decision made by the Conduct and Disciplinary Committee remains in place. This decision is final.
Justification for Decision:
[Insert a clear and detailed explanation of the reasons for the decision, referencing the evidence and addressing each point raised in the appeal, including any procedural concerns.]
[Option 2 – Appeal Upheld]
Your appeal has been upheld. Accordingly, the [specify penalty – e.g., written warning / final written warning / termination of HASSRA membership] is hereby revoked.
[For successful appeals against termination of HASSRA membership]
Your appeal has been upheld. You may rejoin HASSRA immediately.
I must remind you that this disciplinary process is strictly confidential. You must not discuss any aspect of the investigation or proceedings with anyone, except those directly involved in the process or those providing personal support such as a close family member. If your partner is also a HASSRA member, you may speak with them privately at home, but they must not share the information with anyone else. All documents shared with you are also confidential and must not be disclosed. You must ensure confidentiality is always maintained. A breach of this requirement may be treated as misconduct and could lead to disciplinary action. 
Yours sincerely,

Appeals Committee
[bookmark: Annex3]Annex 3
Who Handles Complaints?


HASSRA National Team
For minor misconduct at national events, or for any misconduct assessed as serious or gross, or where the allegation has not taken place at a HASSRA event.

HASSRA Regional Chair
For minor misconduct at regional events (unless the complaint is about the Regional Chair, in which case it should be referred to the National Team).





In cases where formal action is required, the Regional Chair should convene a Regional Disciplinary & Complaints Committee comprising three members from the regional Board of Management who have not witnessed or been involved in the alleged offence. Where this is impossible, they should ask the National Team for advice.


In cases where formal action is required, the HASSRA National Team should convene a National Disciplinary & Complaints Committee comprising three members from the National Board of Management and/or Regional Chairs or Vice Chairs. The committee should not include the Chair of the region which the member is from.


						














[bookmark: Annex4]Annex 4Complaint Received

Determine the level of misconduct


Gross Misconduct
Serious Misconduct
More Serious Minor Misconduct
Minor Misconduct

Inform the member
Examples
· First Written Warning
· Final Written Warning
· Suspension from programme or holding office
· Termination of membership

Decide on an appropriate penalty
Consider mitigation
Decide the outcome
Review evidence
Appoint a Disciplinary Committee
Formal Action Action
Invite member to a meeting if more evidence required
Keep a note of actions taken and send an email to the member to say it has been dealt with informally 
Discussion with member
Inform the member
Decide whether to use ‘Fast track’ process                                  [straightforward cases with no additional evidence gathering]
Formal action usually required, but could be reduced to Informal considering mitigation
Decide whether to suspend the member immediately                                   [depending on the seriousness of the allegation]
Gather evidence (witness statements) if required
Informal Action Action



















Record the decision
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Appeal Received

Invite member to a meeting if more evidence required
Record the decision
Inform the member
Decide the outcome
Review evidence
Appoint an Appeals Committee
Acknowledge receipt
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