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Overview
MKMA Karate is committed to ensuring all disciplinary proceedings against staff, instructors and members are fair and justified. The MKMA Karate Disciplinary Process document provides a framework within which decisions can be made in a fair, consistent, independent, and expeditious manner. It is the policy of MKMA Karate to ensure that any disciplinary matters are dealt with fairly and that steps are taken to establish the facts.

General Principles*
Article 6 of the European Convention on Human Rights, although not directly applicable to martial arts and karate has been used to inform this process. Specifically, the Convention states that there is “an entitlement to a fair and reasonable hearing within a reasonable time by an independent and impartial tribunal established by law”.
There is a well-established common law concept that disciplinary procedures must satisfy the requirements of natural justice
“Natural justice” in its widest sense means “fairness in all aspects” i.e. disciplinary procedures/rules must be fair, clear and transparent in the way they are set up and in their application, which must also be consistent.
The aim of disciplinary procedures is to provide for a fair and proper opportunity for a case to be heard before an impartial tribunal. The procedure does not have to be as formal as court proceedings and should ideally be quick and affordable.
The procedure should be easily identified and published widely to those who may be affected by it. Ideally it should be contained within a discrete, readily available document.
Disciplinary procedures which take account of the principles above and the guidance below are less likely to be challenged, either on appeal or in Court. There will always be some difficult cases, but the aim of “fit for purpose” disciplinary procedures is to minimise the risk of subsequent appeals and costly litigation (which wastes time and money).


*Extracted from: https://www.sportresolutions.co.uk/resources/dispute-guidance/disciplinary-procedures general principles 





General Process for Minor Offences 

Disruption and poor behaviour within MKMA will not be tolerated. To ensure a fair and just system MKMA Instructors should follow the stages below for minor offences. If deemed necessary, an instructor may jump straight to a higher stage (such as straight to stage two). This jump must be justified should the student gain a strike. And noted when recorded on the student file.





MKMA Karate understands individuals’ interpretations of ‘minor’ offences may differ. Below is a list of example offences but is by no means an exhaustive list:

· Talking during class (unless appropriate).
· Use of offensive language.
· Arguing with / rudeness to the instructor
· Ignoring instructions / messing around
· Pushing and shoving of other students
· Arguing with other students
· Refusing to work with partners / discriminatory behaviour 
· Acting in a careless fashion (with the potential to cause harm as a result)


The Strike System
MKMA operates a strike system for general minor disciplinary issues. All strikes are removed 1 Year after they have been awarded, this promotes positive reinforcement for continued positive behaviour. 
Strikes explained:


Strike Appeals Process
If students or parents / carers feel a strike has been unduly awarded, they should make this known to the instructor (appeal). In this situation the instructor should:
1. Acknowledge the student’s opinion and advise the problem will be elevated to the MKMA Karate core team. 
2. Advise the Core MKMA team via normal communication paths of:
a. Student Name
b. Reasons for strike being awarded (including any stages used)
c. Reason for student appeal
*This should contain facts and what the student has said, not the instructors’ opinions
3. The MKMA Karate core team will review the submitted details:
a.  If the MKMA Karate core team feel the awarded strike is justified, the student will be notified of this by email / post / message / call.
b.  If the MKMA Karate core team feel the student has had a strike unduly awarded, a meeting will be set up with the instructor to discuss further.
4. The outcome of the meeting will be submitted to the student via email / post / message / call

3rd strike award process
In the event that a student is awarded three strikes, the following process will be triggered:
· MKMA Karate core team notified of 3rd strike
· Immediate suspension of membership 
· Student is given 2 weeks (14 days) grace period to appeal dismissal (see dismissal appeal process)
· Should a student fail at appealing/fail to appeal in the time period, membership will be cancelled
(no membership refund will be issued, part or full, if this process is triggered).
· Written* confirmation that the student is no longer welcome to train with MKMA Karate sent to the student or student parent/carer.
· All Instructors informed of student dismissal. 
*Written may refer to an email, postal letter or message using the MKMA Karate Website messaging system

Dismissal Appeal Process
Should the student or parent / carer wish to appeal a decision of dismissal, this should be done in writing either by email or postal letter within 14 days of notification of dismissal.
Appeals should be sent to:
E-mail:     mkmakarate@gmail.com
Post:	   MKMA Karate Appeals
   2 Cadle Pool Farm Cottages
   The Ridgeway
   Stratford Upon Avon
   Warwickshire
   CV37 9RE

Once an appeal is received MKMA Karate should reply within 14 days to arrange for a face-to-face meeting / Online video call meeting with at least one member of the core team, the student’s instructor, the student, and/or the student parent/carer (if under 18). All students may request a 3rd party to join in the appeals meeting. This should be requested by email / mail / message / phone. Where relevant, the club safeguarding officer should be included.

During this meeting, the students conduct will be reviewed by all present meeting attendees. A thorough discussion will be held with all parties given fair time to put their views across. A decision will sometimes be made immediately at the end of the call/meeting but are usually postponed pending further discussion.

Students will be made aware of the final decision within 14 days of the appeals meeting either in writing or by phone call. 

Decisions made after the appeals process are final. 


Major Offences 

In the case of the disciplinary process, a major offence can be defined as a student performing a criminal act or an action which led or could have led to the injury of themselves, other students, or other individuals around them.

Examples of major offences include: 
· Criminal Activity 
· Intentionally Inflicting harm to others (including Instructors/students/staff/any other individuals)
· Performing unnecessary acts which result in the damage of property. 
· Purposefully defacing/damaging club assets
· Perform intentional acts which result in the psychological or physical harm of others
 
MKMA Karate is committed to the safety and wellbeing of its students. As such any major offences will be dealt with swiftly and severely. In the situation that an instructor is at all unsure that an event would be classes as a major offence, the major offence protocols must be triggered.

Major Offence Immediate Protocol
As soon as a major offence occurs and within 24hours:
1. All MKMA Karate activity is to be suspended if offence occurs during an event/class
2. Take charge and remove the individual from the situation, do not be alone with them at any point.
3. The individual should be asked to leave the event/class immediately (unless it is a matter of criminal activity then call 999)
4. If the student is under 18, contact the parents immediately to attend unless they are already at the location of the class/event.
5. Advise student they should not return to class until contacted by MKMA Karate core team
6. At the earliest convenience, no matter the time; contact the Chief Instructor, Assistant Chief Instructor or Chief Administrator (MKMA Karate core team)

a) Chief Instructor Master Karl Kindred: 		- 07779 192 663
b) Assistant Chief Instructor Master Sarah Martin: - 07734 810 941
c) Chief Administrator Mr James Rowberry: 	- 07483 834 447

7. Advise the contacted member of the core team about the event and seek guidance if required
8. Complete a major offence report form (Annex 1).
a. Complete this form as soon as possible
b. Include facts not opinions
c. Wherever possible, always have a witness
9. Submit major report form either by email (Preferred) or by post
E-mail:     mkmakarate@gmail.com
Address:  	MKMA Karate Offences
  	2 Cadle Pool Farm Cottages
   	The Ridgeway
   	Stratford Upon Avon
   	Warwickshire
   	CV37 9RE

Major Offence Secondary Protocol 

Within 72 hours of receiving major offence report form:
1. Ensure if required, police/relevant agencies have already been contacted
2. Suspend member from MKMA Karate pending investigation
3. Contact member to inform them of suspension, including a copy of the MKMA Karate disciplinary process policy
4. MKMA Karate core team member to contact individual who submitted the major offence report form and, if required and available, the detailed witness
5. A full and detailed record of this contact should be made. This can be using recordings or using the major offence investigation form a (Annex 2)
6. Meeting to be held between MKMA Core team (minimum 2 members), The reporting member, Witness (if justifiable/appropriate), Student and Parent/Carer (if student under 18) 
7. A full and detailed record of this meeting should be made, this can be using recordings or using the major offence investigation form b (Annex 3)
8. Students may request a 3rd party to join in the meeting. This should be requested by email / mail / message / phone.
9. An agreed plan between all parties should be formulated if the student is to return to MKMA Karate. 
10. Should the decision be made that the student should not return to MKMA Karate, agreement is only required from the MKMA core team members. 
11. The Chief Instructor may override decisions made to allow a student to continue training but cannot override a decision to dismiss a student from MKMA Karate

*In Matters where higher agencies such as the Police are involved, steps 6 through 8 will not take place as it is not MKMA’s Responsibility or job to investigate the situation. Instead, a meeting between the MKMA core team members and the student’s instructor will take place to discuss the students’ actions and the future for the individual with MKMA Karate.
Bullying

Bullying has no place in martial arts. MKMA Karate operates a zero-tolerance approach to bullying and as such the act of bullying does not follow the stage warning process. Confirmed cases of bullying will lead to a direct strike being awarded. In serious cases, bullying can lead to immediate dismissal. 

There is no legal definition of bullying. But it is usually defined as repeated behaviour which is intended to hurt someone either emotionally or physically and is often aimed at certain people because of their race, religion, gender or sexual orientation or any other aspect such as appearance or disability.

Bullying can take many forms including:
· physical assault
· social bullying
· threatening behaviour 
· name calling
· cyberbullying

See the MKMA Bullying Policy for more information on reporting and dealing with events of bullying.



Failure to Comply with Policies and Procedures

Failure to comply with MKMA Karate policies and procedures is a serious offence as it can severely affect the safety and wellbeing of yourself, other students/instructors, members of the public and MKMA Karate itself. As such MKMA Karate is dedicated to ensuring policies and procedures are followed appropriately and where they are breeched, appropriate action is taken.

Due to the wide ranges of policies and procedures, breeches must be delt with on a case-by-case basis. The following process will be followed when a breech is noted or reported. 

1. The breech will be recorded in the ‘MKMA Karate Failure to Comply’ spreadsheet 
2. At least two members of the MKMA Karate team will review the case and if necessary, involve appropriate parties such as the club welfare officer.
3. If deemed a minor breech by the MKMA Karate Team, the situation will be delt with by the currently involved MKMA Karate team Members. 
4. If deemed a major breech by the MKMA Karate Team, a full review will be launched (see failure to comply review process)
For minor cases the MKMA Karate Core Team can impose many penalties, these include but are not limited to; Fines up to £50 (if no associated cost as a result of the individuals actions) or up to the value of the damage caused, Withdrawal of membership for a set time frame, class bans and remedial training. 
Where an individual appeals a decision made, the situation should be elevated and follow the failure to comply review process.

Failure to Comply Review Process
In the event of a breach of policy and/or procedure is deemed as major or an individual appeals a minor breech decision, a full review will be launched. A full review involves at least two members of the MKMA Core team; the Chief/Assistant Chief Instructor, MKMA Chief administrator and the MKMA Welfare Officer.

The review process should follow the following structure:
1. A meeting is set up with the ‘offender’, The assigned core team members and any other appropriate parties such as the reporter of the incident or the club Safeguarding lead.
2. A full history of the breech is gained and recorded using the Policy and Procedure Breech Report form (Annex 4)
3. Decisions as to penalties and further proceeding will either be given during the meeting or within 14 days of the meeting. 
4. All decisions should be backed up with documented justifications agreed by all MKMA Core Team members present.
5. Report form will be filed and documented. 

For Major cases, the MKMA Team can impose many penalties ranging from remedial training to complete dismissal from MKMA Karate. Multiple penalties can be imposed for a single offence (e.g. a fine and remedial training)


Handling of Money Proceeds from Imposed Fines

The MKMA Karate core team may impose fines on individuals who have breached policies and procedures. Ordinarily this will only be done if a breach of policy has resulted in breakage of items/ equipment or required money to be paid out by MKMA Karate, however the team may also fine up to a limit of £50 even if the breech does not meet these criteria.

When a fine is issued where the offence does not require money to be paid out by MKMA Karate, the fine will be collected by MKMA Karate then donated to a charity of the teams’ choice. The offender may offer a suggestion as to which charity they wish their fine to be donated to and this will be considered by the MKMA team. 

MKMA Karate will not make any profit from issuing fines. In the event a fine is paid and there is residual money after paying for new equipment/ paying out for other reasons, the following process will be followed:

Where the amount is <£5, the money will be donated to a local charity.
Where the amount is >£5, the surplus money will be returned to the individual.

In both situations, the actions taken should be noted on the original policy and procedure breech report form and signed by two members of the MKMA team. 






































Annex 1
Major Offence Report Form 
	Time
	
	Date
	

	Class Location 
	
	Class Instructor
	

	Person Completing this form 

	Name

	
	Position
	

	Email 
	
	Contact Number
	

	Offender Details

	Name

	
	Age
	

	Offence Details 

	(Use this section to describe what has happened. Use facts, not opinions. Be as detailed as possible including times, locations, actions taken ect. If you require more space, utilise the reverse of this sheet)

	Signed by:

	Person Completing this form
	
	
Date:
	

	Witness Name
	

	Witness Phone No.
	

	Witness signature 
	
	
Date:

	



	Office use only:
	Assigned Major Offence reference Number:
	MOI/DDMMYY/OffenderSurname


Annex 2
Major Offence Investigation Form A

	Time
	
	Date
	

	Person Completing this form 

	Name

	
	Position
	

	Major Offence Reference Number
	MOI/DDMMYY/OffenderSurname

	Details of Meeting 

	(Use this section to note down detailed events of the meeting between the submitter of the major offence report form including decisions and actions made/taken)

	Signed by:

	Person Completing this form
	
	
Date:
	


Annex 3
Major Offence Investigation Form B (Page 1 of 4)

	Time
	
	Date
	

	Major Offence Reference Number
	MOI/DDMMYY/OffenderSurname

	Attendees:

	(Please use the space provided to complete the name, surname and position held contact number and email of each attendee)
(e.g. Joe Bloggs, Student, 01234 567 890, joe.blogs@mymail.com)


Major Offence Investigation Form B (Page 2 of 4)

	Major Offence Reference Number
	MOI/DDMMYY/OffenderSurname

	Details of meeting:

	



Major Offence Investigation Form B (Page 3 of 4)

	Major Offence Reference Number
	MOI/DDMMYY/OffenderSurname

	Details of meeting:

	



Major Offence Investigation Form B (Page 4 of 4)

	Major Offence Reference Number
	MOI/DDMMYY/OffenderSurname

	Outcome of Meeting, actions to be taken:

	

	Signatures:

	Please sign below to confirm you have read through these notes of the Major Offence Incident Form B for the specified major offence reference number above and agree they have included relevant and accurate details to the best of your knowledge.

Confirm date:______________________________________________


	[bookmark: _Hlk68823915]Name  
	

Student
	Signed
	



	Name  
	

MKMA Karate Core Team Member
	Signed
	



	Name  
	

MKMA Karate Core team Member
	Signed
	



	Name  
	

Other
	Signed
	



	Name  
	

Other
	Signed
	



	Name  
	

Other
	Signed
	



	Name  
	

Other
	Signed
	





Annex 4
Policy and Procedure Breech Report Form (Page 1 of 3)
	Time
	
	Date
	

	Person Completing this form 

	Name

	
	Position
	

	Major Breech Reference Number
	MBPP/DDMMYY/OffenderSurname

	Details of Meeting 

	(Use this section to note down detailed events of the meeting)

	Signed by:

	Person Completing this form
	
	
Date:
	



Policy and Procedure Breech Report Form Continuation Sheet (Page 2 of 3)
	Major Breech Reference Number
	MBPP/DDMMYY/OffenderSurname

	Details of Meeting 

	(Where continuation sheet is not used, please note this on page one)


	Signed by:

	Person Completing this form
	
	
Date:
	




Policy and Procedure Breech Report Form (Page 3 of 3)

	Major Breech Reference Number
	MBPP/DDMMYY/OffenderSurname

	Outcome of Meeting, actions to be taken:

	

	Signatures:

	Please sign below to confirm you have read through these notes of the Policy and Procedure Breech Report Form for the specified major breech reference number above and agree they have included relevant and accurate details to the best of your knowledge.

Confirm date:______________________________________________


	Name  
	

Student/offender
	Signed
	



	Name  
	

MKMA Karate Core Team Member
	Signed
	



	Name  
	

MKMA Karate Core team Member
	Signed
	



	Name  
	

Other
	Signed
	



	Name  
	

Other
	Signed
	



	Name  
	

Other
	Signed
	



	Name  
	

Other
	Signed
	






Strike 1


An Instructor / Student conference will take place at the end of the class. This will be a discussion with the student and an instructor (preferably with a witness) with the aim to prevent further rule breaking and disruption. 


Strike 2 


A Parent / Student and Instructor conference will take place at a set time and date. With children, this will mean the parent is now directly involved and will give the parent/s the chance to assist in the behaviour correction process. This must be attended otherwise, without reasonalble excuse/notice of inability to attend, a 3rd Strike will be awarded. 


Strike 3


Dismissal from MKMA Karate. This will mean that a student will no longer be welcome to train at any MKMA Karate Club classes or events as it means that all other measures have failed and Instructor time is being taken away from those students who are truly there to learn. 



Stage 1


A student is ASKED to correct their behaviour, we ask politely and allow them to adjust on their own.


Stage 2 


If behaviour is not adjusted we will then TELL them to correct it themselves. They will be advised a consequence will occur if they do not adjust (I.e. Press Ups / Sit Ups etc.) 


Stage 3


Should the student still persist, they will be placed in TIME-OUT. This means they will not be welcome to join in with the class for a set time period and must be left alone. This is to allow the student to reflect on why they are there and why they have experienced this consequence.


Sage 4


If no further action is taken by the student to correct their behaviour, a strike will be issued.
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