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FRODSHAM JUNIOR FOOTBALL CLUB

DISCIPLINARY PROCEDURE 

• INITIAL ACTION

• SUSPENSION

• DISCIPLINARY HEARING

• APPEAL RIGHTS

Where there is an allegation that an Official / Volunteer’s ( hereafter referred to as O/V ) conduct continually, repeatedly, substantially or grossly falls short of required standards the formal disciplinary procedure will be applied.

1 INITIAL ACTION

1.1 The Executive Committee will identify the appropriate person ( Investigating Officer ) to carry out an immediate, objective investigation to ascertain the facts of the case. 

1.2 The O/V will normally be advised of the allegation(s) and asked for an account of their behaviour. Prior to any investigatory hearing the O/V will be advised of their right to be accompanied by a person of their choice. It will be made clear to the O/V that this meeting is not a disciplinary hearing.

1.3 Where the Investigating Officer considers, on the evidence available from the investigation, that a disciplinary hearing should be held the O/V will be informed by letter. This will include a copy of this procedure and will advise the O/V of:

• the place and time of the hearing.

• full details of the alleged offence(s) and any supporting documentation.

• the right to be accompanied / represented by a person of their choice.

• the right to call witnesses. 

1.4 The letter will be handed to the O/V or sent by recorded delivery. Reasonable time (a minimum of 10 days) will be allowed between receipt of the letter and paperwork and the hearing so as to allow them to prepare their case. 

2 SUSPENSION

2.1 In cases where the Executive Committee believes there to have been an incident which if substantiated may constitute gross misconduct, the O/V will be immediately suspended from their role with the club. (the Disciplinary Policy provides examples of offences which are normally regarded as gross misconduct.). 

2.2 It may also be necessary to suspend the O/V in other cases where their continued presence in their role would impede the investigation, where this is in the best interests of the O/V, or where it is deemed necessary for the protection of other club members. 

2.3 The reasons for suspension will be confirmed in writing to the O/V as soon as is possible after the suspension takes place. It will be made clear to the O/V that the suspension is not considered a disciplinary action and it should not be seen as prejudicing the outcome of any proceedings. The Executive Committee will keep the need for suspension under constant review. 

2.4 During the period of suspension the O/V must adhere to any conditions set out in the letter of suspension. Any breach of those conditions may, of itself be a ground for disciplinary action. The conditions of suspension are as follows:

· The O/V must be contactable by FJFC.

· They must not attend any FJFC events, including matches / training / Committee meetings etc.

· They must not contact or discuss the allegations with any other O/V or Club members without the permission of the Executive Committee. 

· They must return relevant keys. 

2.5 Suspension must not be allowed to become excessively long and should not normally exceed one month.

3 DISCIPLINARY HEARING

3.1 The conduct of the hearing will be as set out in Annex 1 to this procedure.

3.2 The Executive Committee will be empowered to determine disciplinary action up to and including expulsion from the club. They will consider whether the O/V's conduct justifies formal disciplinary action having regard to all the circumstances of the case including the gravity of any misconduct and any mitigating circumstances, including the O/V’s previous record.

3.3 The following disciplinary actions are available:

· Warning

· Final Warning

· Permanent expulsion from the Club

3.4 Any disciplinary action taken under this procedure will be confirmed by letter, signed by the Executive Committee member who chaired the hearing, and will either be handed or posted to the O/V. The letter will state:

· the decision of the hearing and the disciplinary action being taken

· the reason for this

· the right of appeal

• in the case of warnings, the ways in which the O/V’s role or conduct must improve detailing, if appropriate, any assistance to be given and/or timescales in which the improvement is to be achieved. It will also state the period during which the warning is effective.

• in the case of a final warning, the letter will clearly indicate the possibility of expulsion in the event of any further breach of discipline. 

3.5 The normal duration of warnings is as follows:

- Twelve months from the date of the disciplinary hearing for a warning.

- Twenty four months for a final warning.

3.6 Provided the O/V's conduct is satisfactory throughout the period, the warning will thereafter be disregarded for disciplinary purposes. However there may be occasions where an O/V’s conduct is satisfactory throughout the period the warning is in force only to lapse very soon thereafter. Where a pattern emerges and there is evidence of abuse, the O/V’s disciplinary record will be borne in mind when deciding how long any current warning should last. Exceptionally, there may be circumstances where the misconduct is so serious - verging on gross misconduct - that it cannot be disregarded for future disciplinary purposes. In such circumstances it will be made clear that the final warning will not be removed at the end of the two year period and that any recurrence will lead to expulsion.

3.7 All disciplinary actions will have immediate effect not withstanding the right of appeal

4 APPEAL RIGHTS

4.1 An O/V has the right to appeal against any disciplinary action under this procedure. They must write to the Chairman within 10 days of receipt of the letter confirming the action. The letter should stipulate the grounds of the appeal, whether:

• The O/V considers a finding or penalty to be unfair;

• new evidence has come to light; or

• the O/V considers that the disciplinary procedure was not correctly applied.

4.2 Appeals against action from a hearing conducted by Three members of the Executive Committee, will be to a further three members of the Executive Committee.

4.3 At appeal the O/V may be accompanied by a person of their choice.

4.4 The conduct of the appeal hearing will be as set out in Annex 2 to this procedure.

4.5 If as a result of an appeal, or for any other reason, disciplinary action is withdrawn, any written record of the matter will be expunged

4.5 The Chairman of the Appeals Committee may, in the light of the appeal, vary the disciplinary action taken, increasing or decreasing the severity of the action taken. The O/V will receive written confirmation of the outcome of the appeal as soon as possible.

ANNEX 1

CONDUCT OF DISCIPLINARY HEARINGS

The procedure to be adopted at the disciplinary hearing will normally be:

1. The hearing will normally be conducted by 3 members of the Executive Committee ( one to be nominated as chairman ) 

2. The nominated chairman conducting the hearing will satisfy themselves that the O/V understands the purpose of the hearing, the nature of the complaint(s) and the possible implications rising from it.

3. The case against the O/V will be presented normally by the investigating officer who will describe the case and the presentation may include witnesses, written statements or other documents where these are necessary. (If written statements or other documents are to be presented copies of these should normally be sent to the O/V with the letter convening the hearing.)

4. The O/V will be given the opportunity to question the presenting manager as well as any witnesses who may have given evidence.

5. The O/V will then be invited to respond to the case as presented. The O/V may also produce witnesses, written statements or other documents in support of their case. (Where it is the intention to submit written Statements of Case it is helpful if these are exchanged by both sides at least five days prior to the hearing.) 

6. The Investigating Officer will be given the opportunity to question the O/V and any witnesses called in their defence.

7. At any stage during the hearing the Nominated chairman and Executive Committee members may ask questions of the O/V, the investigating Officer or any other such person as they may consider appropriate in order to ascertain the facts and arguments. The formulation of views before the end of the hearing should be avoided.

8. The Investigating Officer will then be invited to make a closing statement not introducing any new material.

9. Finally the O/V will be given the opportunity to make a closing statement also without introducing any new material

10. If at any point the Nominated chairman / Executive Committee members considers in the light of the information presented, that there is a need to collect additional evidence to assist in making a decision, they may adjourn the hearing to enable this to happen. This must be done quickly and the O/V must have the opportunity to respond to the new evidence.

11. Both parties will withdraw to allow the nominated Chairman / Executive committee members to review and consider the evidence.

12. The nominated chairman shall then recall both parties to inform them of their decision. The decision should normally be announced personally to the parties as soon as it is possible on the day of the hearing. If it is not possible to make a decision immediately the parties should be informed of this. In any event a decision must be made within five days of the hearing. The decision should be confirmed in writing and delivered to the O/V either by hand or posted. 

ANNEX 2

DISCIPLINARY APPEALS PROCEDURE 

In order to deal with the appeal expeditiously the hearing will normally take place within 28 days of the appeal being lodged.  The O/V will be given in writing a minimum of 5 days notice of the time and place of the hearing, and will be allowed to be accompanied by a person of their choice. The procedure for the hearing will be circulated in advance.

The procedure at the hearing will be as follows:-

1. Three further members of the Executive Committee ( not involved in the original hearing ) will hear the appeal. One member will be nominated as Chairman 

2. Both parties will enter. Witnesses will not enter at this stage. 

3. The Chairman of the Appeal Committee will satisfy himself/herself that both parties are familiar with, and understand, the procedure to be followed at the hearing. 

4. The Investigating Officer will state the case and may call witnesses on an individual basis. Witnesses will only be present for the duration of their evidence. 

5. After the witness have given their evidence the O/V ( Appellant ) will have an opportunity to ask questions of the witness. 

6. The Members of the Appeals Committee will then have the opportunity to ask questions of the witness.

7. The Investigating Officer will then have the opportunity to re-examine their witnesses on any matter referred to in the examination by the Appeals Committee or the Appellant. 

8. At the conclusion of the Investigating Officers evidence the Appellant and Members of the Appeal Committee will have the opportunity to ask questions of the Investigating Officer. 

9. The Appellant will then put their case and may call witnesses on an individual basis. Witnesses will only be present for the duration of their evidence.

10. After the witness has given their evidence the Investigating Officer will have the opportunity to ask questions of the witness.

11. The Appeal Committee will then have the opportunity to ask questions of the witness.

12. The Appellant will then have the opportunity to re-examine their witness on any matter referred to in the examination by the Appeal Committee or the Investigating Officer.

13. At the conclusion of the Appellants evidence the Investigating Officer and the Appeal  Committee will have the opportunity to ask questions of the Appellant. 

14. The Investigating Officer and the Appellant will have the opportunity to sum up their case if they so wish. The Appellant will have the right to speak last in their summing up. Neither party may introduce any new evidence at this stage. 

15. All parties, except the Appeal Committee and the Secretary will then withdraw. 

16. The Appeal Committee will then deliberate in private. If recall is necessary to clarify any points both parties will return notwithstanding only one is concerned with the point giving rise to doubt. 

17. The Chairman of the Appeal  Committee will announce their decision to the parties personally. The decision of this Committee will be binding and will be confirmed in writing.    

