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Procedures for Discipline, Suspension and/or Dismissal of Employees

No. O.141.0 Title Procedures for Employee Discipline, Suspension &/or
Dismissal

Type Operational

Description This document details the steps to be followed when disciplining an employee, up to and including
termination.

Definitions Employee: Someone who works for Milton Soccer Academy in exchange for wages or some other
agree-to compensation. This includes, but is not restricted to, staff, coaches and contractors who are
paid.
Unlawful Behaviour: Any way in which one acts or conducts oneself, especially toward others, that
clearly breaks a written law, is prohibited by law, is illegal or is criminal.

Acronyms Employee: Someone who works for the Milton Soccer Academy in exchange for wages or some other
agree-to compensation. This includes, but is not restricted to, staff, coaches and contractors who are
paid.
MSA or the Club: Milton Soccer Academy

References MSA-Form-F.22.0-Incident-Report
MSA-Operational-O.87.1-Internal-Discipline-Policy
MSA-Operational-O.140.0-Policy-and-Procedures-for-Reporting-and-Documenting-Potentially-
Unlawful-Behaviour-Including-Suspected-Child-Abuse

Purpose In the event that an employee or contractor of the Milton Soccer Academy finds themselves in
contravention of a MSA policy or having done something that is potentially illegal, this document
describes how the disciplining of the said individual will be conducted.

Procedure 1. Follow procedures under MSA Operational O.140.0 Policy and Procedures for Reporting and
Documenting Potentially Unlawful Behaviour Including Suspected Child Abuse.

2. Suspend the employee with or without pay, or transfer to a position where there is no contact with
children immediately upon learning of any disclosure, allegation or suspicion of unlawful
behaviour. (During the suspension or dismissal process, the Club will seek legal counsel.)

3. Possible Outcomes of Children's Aid Society/Police Services investigation:
a. Child abuse is unsubstantiated:

i. The employee is fully reinstated to his/her position.
ii. All those notified internally of the investigation are told that the employee has been

cleared of all allegations.
iii. Communications with the parents of the child may occur following consultation with the

child welfare or law enforcement agency that conducted the investigation. While
allegations from a child about sexual misconduct are uncommon, if they do occur, they
can be a sign of a child in distress and should be followed up on by the parent/guardian.

b. Child abuse is substantiated:
i. The employee is terminated with cause from his/her position without notice. The Club

will seek human resources or legal advice to ensure termination is handled
appropriately.

c. Child abuse is inconclusive:
i. The Club will seek legal advice to determine options. Depending on the circumstances,

consideration may be given to employee termination with appropriate severance and
limited, if any, references.

4. Document the outcome of the investigation on MSA Form F.22.0 Incident Report.

Considerations for the Club:

It is important to recognize that if the result of an investigation is inconclusive, or if it is concluded by
the party conducting the investigation that there is not enough evidence to support charges or formal
action, it is not the same as finding that an allegation was false. There may be many reasons why an
investigation may be inclusive ⎼ police may decline to file charges, The Children's Aid Society may not
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pursue formal action, or a legal process may result in an acquittal or a staying of charges ⎼ and the
Club must carefully assess these reasons in light of its ongoing obligations to protect children in its
care. The Club will need to carefully manage its next steps in consultation with legal counsel.
Consideration will need to be given to a host of issues such as ongoing risk to the Club, legal
obligations, public perception, etc. Each case will have to be addressed according to its facts and the
information known to the Club at the time.

INAPPROPRIATE BEHAVIOUR:

Milton Soccer Academy follows up on all allegations or concerns of inappropriate behaviour by an
employee towards a child that does not involve potentially unlawful behaviour. Such follow-up
determines what course of action needs to be taken.

Employees, including paid staff, coaches and contractors, that exhibit inappropriate behaviour towards
a child may be disciplined, suspended or dismissed depending upon the nature of the incident and the
results of any applicable follow-up discussions.

Procedures:

President and Club Administrator:

1. Follow procedures under MSA Operational O.140.0 Policy and Procedures for Reporting and
Documenting Potentially Unlawful Behaviour Including Suspected Child Abuse.

2. Depending upon the severity of the inappropriate behaviour at issue, the level of risk that may be
associated with the individual’s continued contact with children while the follow-up process is
underway, and the time that may be required to complete follow-up activities in relation to the
concern, the Club may choose to suspend the employee with or without pay or transfer them to a
position where there is no contact with children until the case is resolved. The decision to
temporarily suspend an employee is one that needs to be made on a case-by-case basis after
considering all relevant information available.

3. Outcomes:
a. After appropriate follow-up, it is concluded that the allegations against the employee are

unsubstantiated:
i. The employee is informed.
ii. Any individuals told about the incident are informed that all allegations against the

employee are unsubstantiated.
iii. Document that the allegations were not substantiated and place in a file specific to

documented allegations (not in employee’s personnel file) to protect the employee and
Club.

iv. Follow up with the employee who made the unsubstantiated allegation.
v. If the unsubstantiated allegation was made by a child, follow up with the child’s parents.

Reports of inappropriate behaviour from a child may be a sign of a child in distress and
should be followed up on by the parent/guardian.

b. Inappropriate behaviour is substantiated or the results of the follow-up are inconclusive:
i. The Club will seek legal advice.
ii. Expectations are clarified as outlined in the Code of Conduct to Protect Children and a

written warning is given (this depends on the incident, and if the incident is deemed
serious, the Club may decide to pursue termination without prior warning).

iii. Place documentation in employee file as outlined in Club’s documentation procedures.
iv. Place employee on increased supervision and document supervision plan on MSA Form

F.22.0 Incident Report.
v. Set a review period for one month (with outcome documented on MSA Form F.22.0

Incident Report). Review includes whether:
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1. The employee re-establishes and is maintaining appropriate boundaries. In this
case, the employee’s interactions continue to be monitored.

2. Supervision/observations lead to further concern regarding the employee’s
inappropriate conduct. In this case, further investigation occurs and if misconduct
is established, further discipline up to and including termination for cause is
imposed.

3. Short-term improvement in interactions with children; however, future
inappropriate conduct is noted. In this case, further investigation occurs and if
misconduct is established, further discipline up to and including termination for
cause is imposed.

Considerations for the Club:

It is important to recognize that where the result of a follow-up is inconclusive, the Club will need to
carefully manage its next steps in light of all information uncovered during the follow-up process.
Consideration will need to be given to a host of issues, such as ongoing risk to the Club, legal
obligations, public perception, etc. Each case will have to be addressed according to its facts and the
information known to the Club at the time.

ALLEGATIONS PROVEN TO BE FALSE:

All information regarding allegations of child sexual abuse and/or inappropriate behaviour are to remain
confidential.

In matters where it has been conclusively determined through investigation or follow-up activity that the
abuse or inappropriate behaviour alleged against an employee is unsubstantiated or false, the
employee will be fully reinstated and the Milton Soccer Academy will notify all those informed of the
allegations that the allegations were found to be unsubstantiated.

Procedure:

President and Club Administrator:

1. For situations where it has been alleged that an employee engaged in unlawful or inappropriate
behaviour towards a child and the allegations are unsubstantiated, the President or Club
Administrator shall:
a.If an investigation was carried out by The Children's Aid Society or Police Services, ensure the

accused employee has been made aware of the outcome of the investigation.
b.If the allegation is related to inappropriate behaviour, and the Club followed up on the

information and determined it was unsubstantiated, inform the employee of such outcome.
c.Discuss with the employee what information can be provided to those who were aware of the

allegations and determine what the employee is comfortable having shared.
d.Provided there are no legal or other barriers to disclosure, inform employees who are aware of

the allegations that the allegations were determined to be unsubstantiated.
e.Reiterate the expectation of confidentiality and that the matter has been closed.

Authority Board of Directors, Club President, Club Administrator
Cost Negligible financial costs
Source Operational budget
Impact There is a negligible impact on the finances of the Club.
Rev. date April 13, 2022 Submitted by Mike Miller Status Approved
Attachment Commit to Kids Child Protection Policies and Procedures Workbook 2015


