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STAFF DISCIPLINARY AND GRIEVANCE POLICIES
1. Purpose Aims & objectives of these policies
Our Society strives to maintain good relationships with and between staff, trustees and other volunteers and we hope to resolve most issues without recourse to formal grievance, disciplinary or other procedures. We nevertheless recognise the need for formal processes and this document sets out the circumstances and the steps involved. Our aim is to ensure that concerns are quickly investigated, and appropriate action is taken to remedy them.   

Grievances raised, and disciplinary situations encountered will generally be unrelated, but a grievance may give rise to a disciplinary situation for an employee and disciplinary action may give rise to a grievance complaint. For these reasons we have included our Policies for both Disciplinary Matters and Grievances together so that any interaction can readily be established from this document.
Our disciplinary policy relates only to staff. 
Note that, whereas most grievance procedures similarly relate only to staff, because of the managerial duties and roles of some of our trustees and volunteers, all may raise grievances.  
Note also that neither policy forms part of any employee's contract of employment and they may be amended at any time. We may also vary the procedures, including any time limits, as appropriate to any particular case. 

2. Grievances

Grievance investigations and hearings are a serious matter for all those concerned. Some grievances will lead to disciplinary action; others to clear and timetabled plans for action, via training, supervision or changes in working procedures. There will often be counter claims, need for suspension, and possible side effects for relationships within the organisation. For all of these reasons, should you as an employee or volunteer make a grievance claim, we suggest that you seek professional advice and support, possibly from a local Citizens’ Advice Bureau or advice centre.
With these points in mind, a member of staff or volunteer with a serious concern about the behaviour, attitudes, action or conduct of a colleague, or about the effects or implications of a policy or procedure adopted by us, should nevertheless raise this promptly, making clear their concerns are such that they wish to register a grievance. Given the size of our organisation, this should usually be done via the Secretary or (if it concerns the Secretary) with the Chairman. If the grievance is not already in writing, details of the grievance will be noted and agreed with the person raising the grievance. It will then be investigated. Anyone implicated will be informed of the right to present their case at a hearing and, in doing so, to be accompanied by a colleague or adviser.  The grievance hearing will usually be undertaken within 14 days of the grievance being lodged but if this proves problematic (e.g. because of illness or absence) the claimant should be kept informed. 

Subject to the above, details and records of the grievance and its investigation will be kept confidential by the Society.

3 Disciplinary Procedures.  

We hope not to have to resort to formal disciplinary procedures, but our Society aims to ensure the highest standards of work, behaviour and conduct to protect the interests of residents, staff and volunteers.  Where concerns relate to alleged cases of serious or gross misconduct, we will always follow the disciplinary procedure. In either instance, we will endeavour to quickly and effectively investigate any cause for concern in staff conduct, behaviour or actions. Those listed below will invariably be subject to disciplinary action.
Serious or gross misconduct includes:
A serious dereliction of duties


Theft 



Abuse in all its forms

Discrimination




Harassment


Bullying 
Dishonesty, including (for example) staff absenteeism and/or falsification of records
Incapability through an excess of alcohol or drugs

Smoking in an unauthorised place or where there is a serious fire hazard

Violation of Society policies on personal care or medication

Bringing the name of Abbeyfield (either locally or nationally) into disrepute

Serious matters include:
Poor timekeeping                       
Poor quality of work       
Repeated simple errors           
Failure to follow instructions        
Breaking Confidence               
Gossip

4. The disciplinary steps

The disciplinary process will involve an Investigation stage (if needed) followed by a disciplinary hearing. Staff may need to be suspended during the period of investigation for a variety of reasons. Note that this does not constitute a form of punishment or assumption of guilt. 
All disciplinary cases will always be investigated using the ACAS code of conduct applicable at the time.  We will more generally adopt the “then current” TAS procedures in the investigation and disciplinary hearing stages in as far as they can be applied within the management structure of our Society at that time. The employee will be provided with appropriate detail in advance of the hearing.
At or as soon as possible following on the disciplinary hearing a decision will be announced.

If, on the balance of probabilities, the outcome is that there is no, or not enough, evidence to uphold the allegations they will be formally revoked with no further action taken.

Where the allegations are upheld in part or in full, disciplinary action may include: dismissal, freezing of salary, loss of position, status or benefits, compulsory training, performance monitoring against targets, or any other action deemed appropriate. The possible disciplinary sanctions are a verbal warning, a first written warning, a final written warning or dismissal.
The level of sanction decided upon will be consistent with the nature and seriousness of the disciplinary issue.  It is not necessary to ‘work through’ the levels of warning - a first disciplinary offence could attract any level of warning dependent on its nature. In more detail:
First Written Warning
If the offence is a first act of misconduct or if a verbal warning has been given to the employee within the preceding 6 months, we may issue a first written warning which will be held on the employee’s personnel file for a period of 12 months.  
Final Written Warning
If the offence is more serious or if the employee has received a first written warning within the preceding 12 months, we may issue a final warning which will be held on the employee’s personnel file for a period of 18 months.
Dismissal

If the offence constitutes gross misconduct or if the employee has been issued with a final written warning within the preceding 18 months, we may decide to dismiss the employee.  In cases of gross misconduct, the employee may be summarily dismissed without notice or pay in lieu of notice. In all other cases of dismissal, the employee is entitled to notice in accordance with statutory rights and the contract of employment.
At all stages we will record and confidentially store details on personal files and confirm decisions and outcomes in writing to the member of staff concerned.  

5. Rights of Appeal
All staff have the right of appeal against decisions reached through either grievance or disciplinary proceedings.  An appeal should be lodged with the Secretary. Because (on account of the size of our organisation) the Chair will normally have been involved in the first stage of the grievance, an appeal panel (consisting of two people) will normally be comprised of trustees or suitably qualified and experienced local residents who are not part of the organisation (such as, for example, lawyers). An appeal panel shall be chosen by the Chairman, in consultation with the person appealing. Consensus is desirable, but if consensus cannot be achieved the Chairman shall have the final say as to the constitution of the panel. 

6. Changes since last version of this Policy
This generic version of the Policy has been prepared for use by member societies. 

The format will have changed significantly compared to the TAS equivalent, but the underlying content is largely unaltered from the previous version. 
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