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Dismissal procedures including Some Other Substantial Reason (SOSR)
This procedure does not apply where an employee voluntarily resigns or to agency workers (the agency must handle the end of the placement) or to contractors (who must be covered by an External Consultants Questionnaire (ECQ) which makes their contractual position clear.)

	Situation
	Procedure which must be followed

	Conduct
	Disciplinary Policy and Procedure

	Performance
	Performance Improvement Process Policy 
Or

Probationary and Transition Periods if in probationary or Transition period. 

	Ill-health
	Sickness Absence Policy and Procedure

	Non-renewal of fixed-term contract 
	SOSR (see procedure below).
(e.g. due to the return of the substantive postholder from sickness absence or maternity leave).

	Redundancy
	Redundancy and Significant Organisational Change Policy and Procedure

	Other – only to be followed if none of the above applies.
	SOSR (see procedure below).


Procedure for some other substantial reason (SOSR) dismissals

The basic procedure set out below must be followed by the line manager, with the support of the People Team. 

The procedure should be completed without undue delay, but without compromising the thoroughness of any investigation or preparation time needed. 

Step 1

Manager writes to the employee outlining the circumstances that may result in the ending of their employment, including any relevant supporting information.

Step 2 

Manager invites the employee to a meeting to discuss the matter, informing them of their entitlement to be accompanied by a UNISON/other trade union representative, or a Barnardo’s colleague.  (See accompaniment information sheet.)   The meeting should be held without unreasonable delay whilst allowing the employee reasonable time to prepare.
Member of the People Team accompanies the manager to the meeting and notes should be made of the meeting.

Following the meeting manager informs the employee in writing of the decision and informs them of their right to appeal the decision.

Step 3

If the employee wishes to appeal, they must inform the appropriate nominated manager within 5 working days of receipt of the decision, giving full details of the grounds for their appeal.

Appeal manager invites the employee to a meeting to discuss the matter, informing them of their entitlement to be accompanied by a UNISON/other trade union representative, or a Barnardo’s colleague.  
Member of the People Team accompanies the appeal manager to the meeting and notes should be made of the meeting.

After the meeting, the appeal manager informs the employee in writing of the decision usually within 5 working days, unless otherwise agreed and that the decision is final and there is no further right of appeal.

Page 1 of 2
Page 2 of 2

