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Community Development Chesterfield
Staff Grievance and Disciplinary Policy and Procedures

Statement of Intent
The purpose of this policy is to provide clear guidance in the event of 

· an employee (including volunteers) having a grievance against another staff member, volunteer or trustee, or
· Community Development Chesterfield (CDC) having cause to consider disciplinary action against an employee or volunteer.

At CDC we work within a positive atmosphere where all members of the team are valued equally. We aim to encourage and support staff in improving their professional practice and all difficulties are addressed with this in mind. Informal and open communication between all persons is part of the day-to-day practice and as such, most matters of concern should be dealt with before they escalate. In handling difficulties regarding discipline or grievance we aim to act promptly, fairly, consistently and reasonably.
Due consideration has been given to the ACAS Code of Practice and current employment legislation.   
Grievance Procedures
A grievance is a concern, problem or complaint that an employee raises with their employer. The following procedures should ensure quick resolution of a grievance.

1. The employee should, in the first instance, bring their grievance to the attention of their manager who will try to resolve the problem straight away and informally.   

2. If it has not been possible to reach an acceptable solution the employee should ask for a formal hearing in the presence of their manager and a trustee. The grievance must be sent in writing to the Chair of trustees.  The grievance will be acknowledged within one week of receipt and include details of who will deal with the grievance and the date of the formal meeting. Best endeavours must be made to hold the meeting as soon as possible and no later than one month from the meeting request.
3. At this meeting the employee is welcome to bring a colleague or friend to support them in their concern and will be given ample opportunity to have their say. A written record of the meeting will be made and when agreed, a copy given to both parties together with the management response. Employees will be notified of their right to appeal in this response. This will be done as soon as possible after the meeting. Should the grievance be against their manager or is of a personal nature then the employee may approach a trustee directly in the first instance.

4. If the matter remains unresolved and an appeal is requested, the employee should contact the Chair of trustees who will attempt to arbitrate and conciliate between the parties involved.  The employee has the right to be accompanied. A written response will be made as soon as possible after the meeting including the record of the meeting itself.

Note: There is a statutory procedure which an employee must invoke if they wish subsequently to use the grievance as a basis for application to an employment tribunal. Community Development Chesterfield believes the above procedure complies fully with the statutory requirements. 
A full list of trustees and their contact details is available from the Chair of trustees.

Disciplinary Procedures
Disciplinary action may be necessary where an incident of misconduct has taken place or where there are concerns about an employee’s job performance. The disciplinary rules and procedures outlined below are designed to bring clarity, fairness and consistency. 

1. Initially, the line manager or person in charge will deal with cases of minor misconduct, or unsatisfactory performance, informally. This will simply mean having a quiet, confidential word to explain what is inappropriate and what is required to ensure the necessary improvement.
2. Where matters are more serious or where an informal approach has not worked the line manager will inform the employee in writing of the alleged misconduct or unsatisfactory performance. The letter will contain an invitation to a meeting with the line manager and a trustee and inform the employee of their right to be accompanied by a friend or colleague. 
3. The trustee will endeavour to organise the meeting as quickly as possible and at a mutually convenient time which will be no later than four weeks from the date of the letter..

4. At the meeting the trustee will explain the nature of the complaint against the employee and describe the evidence that has been gathered. The employee will then be given ample opportunity to state their case and answer any allegations.

5. Following the meeting a decision will be taken about whether to proceed with disciplinary action as described for each kind of concern below.

Unsatisfactory Performance

Where an employee’s performance is found to be unsatisfactory a letter will be sent stating that it represents the first stage of a formal procedure and outlining:

	a. The performance problem
	b. The required improvement

	c. The time scale for achieving the improvement
	d. The review date

	e. The support that will be offered 
	


      Misconduct

Where an employee is found guilty of misconduct a formal written warning will be given stating 
clearly the nature of the misconduct and the required change in behaviour. The letter will state 
that it forms the first stage of a formal procedure and that failure to improve will result in a final 
written warning and ultimately dismissal. The employee will be informed of their right to appeal to 
the Chair of trustees.
6. A failure to improve in either case will result in a final written warning following the review meeting at which the employee may be accompanied. The employee will be informed of their right to appeal.

7. If the employee still fails to improve dismissal will result. The date of termination of contract, notice period and right of appeal will be stated in writing. 

8. Records of all formal meetings will be kept and copied to the employee.

Note:  There is a statutory procedure which employers must follow before dismissal or disciplinary action can take place. Community Development Chesterfield believes the above procedure complies fully with the statutory requirements.  
Gross Misconduct
Instances of alleged gross misconduct may result in suspension with pay whilst the allegations are investigated.  If substantiated then instant dismissal may result depending on the seriousness and nature of the gross misconduct. Examples include:
· Child abuse

· Being under the influence of alcohol or drugs

· Disorderly or indecent conduct or other behaviour offensive to the organisation or likely to bring the      Community Development Chesterfield into disrepute

· Theft, fraud or any other criminal activity, whether committed during the course of their work for Community Development Chesterfield or otherwise. This includes failure to disclose any prior criminal convictions.
Note: This is not an exhaustive list. The employee will be informed of their right to appeal. This should be made within 48 hours.
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