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[bookmark: purpose]1. Purpose
Moonlight Homecare is committed to maintaining a fair, safe, and supportive working environment. These procedures set out how grievances (concerns raised by staff) and disciplinary matters (concerns about conduct or performance) will be handled fairly, consistently, and in line with employment law, ACAS guidance, and CQC expectations.

[bookmark: principles]2. Principles
· Fairness, transparency, and consistency
· Timely handling of issues
· Right to be heard and to be accompanied
· Proportionate and reasonable outcomes
· Confidentiality at all stages
· No detriment for raising a genuine grievance

[bookmark: scope]3. Scope
These procedures apply to all staff employed or engaged by Moonlight Homecare, including care workers, senior carers, coordinators, and managers.

[bookmark: part-a-grievance-procedure]PART A: GRIEVANCE PROCEDURE
[bookmark: what-is-a-grievance]4. What is a Grievance?
A grievance is a concern, problem, or complaint raised by an employee about work-related matters, including but not limited to: - Working conditions - Pay or hours - Health and safety - Bullying, harassment, or discrimination - Management decisions - Treatment by colleagues or managers

[bookmark: informal-resolution]5. Informal Resolution
Moonlight Homecare encourages informal resolution wherever possible. - The employee should raise the issue with their line manager as soon as possible. - The manager will meet with the employee to listen, clarify concerns, and seek a resolution. - Outcomes should be agreed and noted.
If the matter is resolved informally, no further action is required.

[bookmark: formal-grievance-procedure]6. Formal Grievance Procedure
If the grievance cannot be resolved informally, the employee may submit a formal grievance.
[bookmark: submitting-a-grievance]6.1 Submitting a Grievance
· The grievance must be submitted in writing to the Registered Manager or nominated senior manager.
· It should clearly state the nature of the grievance and desired outcome.
[bookmark: grievance-meeting]6.2 Grievance Meeting
· A meeting will be arranged without unreasonable delay.
· The employee has the right to be accompanied by a colleague or trade union representative.
· The manager will investigate as required, including speaking to relevant parties.
[bookmark: outcome]6.3 Outcome
· The decision will be confirmed in writing, including reasons and any actions to be taken.
[bookmark: appeal]6.4 Appeal
· If dissatisfied, the employee may appeal in writing within 5 working days of receiving the outcome.
· The appeal will be heard by a different manager where possible.
· The appeal decision is final.

[bookmark: part-b-disciplinary-procedure]PART B: DISCIPLINARY PROCEDURE
[bookmark: purpose-of-disciplinary-procedure]7. Purpose of Disciplinary Procedure
The disciplinary procedure aims to: - Encourage improvement in conduct or performance - Ensure safe and effective care delivery - Protect service users, staff, and the organisation

[bookmark: informal-action]8. Informal Action
Minor issues may be addressed informally through supervision, coaching, or additional training.

[bookmark: formal-disciplinary-procedure]9. Formal Disciplinary Procedure
[bookmark: investigation]9.1 Investigation
· No disciplinary action will be taken without a fair investigation.
· The employee may be suspended on full pay where necessary (this is not a disciplinary penalty).
[bookmark: disciplinary-hearing]9.2 Disciplinary Hearing
· The employee will receive written notice of the hearing, allegations, and evidence.
· The employee has the right to be accompanied.
· The hearing will be chaired by a manager not involved in the investigation where possible.
[bookmark: possible-outcomes]9.3 Possible Outcomes
Depending on the severity of the issue: - No action - First written warning (normally valid for 6 months) - Final written warning (normally valid for 12 months) - Dismissal (with or without notice) - Other sanctions (e.g. training, supervision, redeployment)

[bookmark: gross-misconduct]10. Gross Misconduct
Gross misconduct may result in summary dismissal and includes, but is not limited to: - Abuse or neglect of a service user - Serious breaches of safeguarding - Theft or fraud - Falsification of records (including MAR charts) - Serious breaches of health and safety - Violence, harassment, or discrimination - Being under the influence of drugs or alcohol at work

[bookmark: disciplinary-appeal]11. Disciplinary Appeal
· Employees may appeal a disciplinary decision within 5 working days of the outcome.
· Appeals will be heard by a different manager where possible.
· The appeal decision is final.

[bookmark: confidentiality]12. Confidentiality
All grievance and disciplinary matters will be handled confidentially. Information will only be shared on a need-to-know basis.

[bookmark: equality-and-fair-treatment]13. Equality and Fair Treatment
Moonlight Homecare is committed to equality, diversity, and inclusion. No employee will be treated unfairly due to age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.

[bookmark: monitoring-and-review]14. Monitoring and Review
These procedures will be reviewed annually and updated in line with changes in legislation, ACAS guidance, and CQC requirements.
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