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SAMPLE
GRIEVANCE AND DISCIPLINARY PROCEDURE

To use this policy, please read through it, change all references for “Kent Coast Volunteering” or “KCV” to your own organisation, and delete this page.
In particular, please review the following section:
· All procedures from 3.0 onwards – there are multiple mentions of trustees as the top of our charity, so please change to who is responsible according to your own infrastructure.






Kent Coast Volunteering
Grievance and Disciplinary Procedure

1.0 STATEMENT OF POLICY
In instances when a trustee, paid staff, or volunteer of Kent Coast Volunteering (KCV) submits a complaint, and the ‘KCV Complaints Policy and Procedure’, or an informal discussion, is not appropriate, or unable to resolve a concern, then the Grievance procedures in this document must be followed to reach a solution for all involved.
Where necessary, disciplinary action will be taken in accordance with the procedures in this document.
N.B. For the purposes of this policy, the term “employee” includes independent contractors and anyone contractually working for KCV for financial gain or otherwise. The term “volunteer” includes Trustees.
1.1 Aims
To ensure problems, complaints, or concerns raised by KCV’s employees, or volunteers are dealt with in a fair, timely, and consistent manner.
Any grievance or complaint regarding their work or volunteering placement; working conditions; pay or benefits; working or volunteering hours; treatment by colleagues or other volunteers (including issues of harassment and bullying); concerns about Health & Safety; or any other issue affecting their employment or volunteering arrangements should be raised in line with this procedure.
A record of the grievance will be kept in the employee’s or volunteer’s personnel file. Copies of meeting notes will be provided to the employee or volunteer.
2.0 Informal Grievance Procedure
In the first instance a grievance or complaint should be discussed informally with an immediate supervisor/co-ordinator, in an endeavour to resolve the matter. A written record of the discussion will be made including any proposed action which will be kept on the employee’s or volunteer’s file for an appropriate amount of time.
If the grievance cannot be resolved or settled informally, the matter should be dealt with according to the formal grievance procedure.
3.0 Formal Grievance Procedure
Stage 1 – Written Statement
The aggrieved person must first send a written statement detailing the nature of the alleged grievance to the Chair of the Trustee Board, unless it is the Chair who is the subject of the grievance, in which case the written statement should be sent to another appointed Trustee.
Stage 2 – Investigation and Decision
The Trustee will send a written acknowledgement of the grievance and invite the employee or volunteer to an initial meeting in order to discuss the issue. This first meeting should be within 10 working days from receipt of the grievance.
Either party may be accompanied by an individual of their choice at any meeting. A written note of the initial meeting and any further meetings must be made by the Trustee and should be signed by both parties.
Following the initial meeting the Trustee will conduct an investigation into the grievance in order to establish the facts. Following this investigation and within 10 working days the Trustee shall convene a further meeting with the employee or volunteer in order to discuss the outcome of the investigation and any action that is to be taken.
Stage 3 - Appeal
If the employee or volunteer feels that their grievance has not been satisfactorily resolved, they have the right to raise an appeal. The request for an appeal should be submitted to the Trustee in writing within 10 working days of receiving confirmation of the outcome of the formal grievance procedure.
The Trustee will arrange a meeting to discuss the appeal within 10 working days. The appeal meeting will be chaired by a Trustee and the decision shall be communicated to the employee or volunteer in writing within 10 working days. Decisions made at this point are final and the grievance procedure is concluded.
4.0 Disciplinary Procedure Principles
If an employee or Volunteer’s conduct or performance is unacceptable then disciplinary action may be taken. In all cases this is aimed to be corrective, and all employees and volunteers will be provided with assistance to achieve the expected standards of conduct and performance.
KCV consider the actions needed based on the following principles:
· No disciplinary action will be taken against an employee or volunteer until the case has been fully investigated.
· At every stage in the procedure the employee or volunteer will be advised of the nature of the complaint against them and will be given the opportunity to state their case before any decision is made.
· The employee or volunteer will have the right to be accompanied by a fellow worker, friend or non-legal representative during a formal disciplinary interview. 
· No employee or volunteer will be dismissed for a first breach of discipline, except in the case of gross misconduct, when the penalty will be dismissal without notice or payment in lieu of notice. 
· The employee or volunteer will be given a full explanation of the breach being disciplined and any penalty imposed.
· The employee or volunteer will have the right to appeal against any disciplinary penalty imposed.
· The procedure may be implemented at any stage if the employee or volunteer’s alleged misconduct warrants such action.
· There will always be at least two members of the organisation (staff and/or Trustees) present at each stage of the disciplinary process (excluding, or in addition to the employee or volunteer).
· All records relating to the proceedings will be kept confidential.
4.1 Disciplinary Procedure
Minor faults will be dealt with informally but where the matter is more serious, the following procedure will be used:
Stage 1 – Oral Warning 
If conduct or performance does not meet acceptable standards, the employee or volunteer will normally be given a formal oral warning by the Chair of Trustees.
They will be advised of the reason for the warning, that it is the first stage of the disciplinary procedure and of their right of appeal.
A brief note of the oral warning will be kept in the employee or volunteer’s file, but it will be spent after six months, subject to satisfactory conduct and performance. 
Stage 2 – Written Warning 
If the offence is a serious one or if a further offence occurs, a written warning will be given to the employee or volunteer by the Chair of Trustees. 
This will give details of the complaint, the improvement required and the timescale.
It will warn that action under Stage 3 will be considered if there is no satisfactory improvement and will advise of the right of appeal. 
The Chair of Trustees will keep a copy of this written warning, but it will be disregarded for disciplinary purposes after 12 months, subject to satisfactory conduct and performance. 
Stage 3 -Final Written Warning or Disciplinary Suspension 
If there is still a failure to improve and conduct or performance is still unsatisfactory, or if the misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal (in effect both first and final written warning), a final written warning will normally be given to the employee or volunteer by the Chair of Trustees. 
This will give details of the complaint, will warn that dismissal will result if there is no satisfactory improvement and will advise of the right of appeal. 
A copy of this final written warning will be kept by the Chair of Trustees, but it will be spent after two years (in exceptional circumstance the period may be longer) subject to satisfactory conduct and performance. 
Stage 4 – Dismissal 
If conduct or performance is still unsatisfactory and the employee or volunteer still fails to reach the prescribed standards, dismissal will normally result. 
Only two Trustees can jointly take the decision to dismiss.
The employee or volunteer will be provided, as soon as reasonably practicable, with written reasons for dismissal, the date on which their employment or voluntary position will terminate, and details of their right to appeal. 
4.2 Gross Misconduct 
The following list provides examples of offences which are normally regarded as gross misconduct, but this is not an exhaustive list: 
· Theft
· Fraud
· Deliberate falsification of records
· Physical violence
· Serious bullying or harassment
· Deliberate damage to property
· Serious act of insubordination
· Misuse of the organisation’s property or name 
· Bringing the organisation into serious disrepute 
· Serious incapability through alcohol or being under the influence of illegal drugs
· Serious negligence which causes unacceptable loss, damage or injury
· Serious infringement of health and safety rules
· Serious breach of confidence
· Repeated refusal to obey reasonable instructions
· Unauthorised entry to computer records 
If an employee is accused of an act of gross misconduct, they may be suspended from work on full pay, normally for no more than 10 working days, while the organisation investigates the alleged offence. 
If, on completion of the investigation and a full disciplinary hearing, the organisation is satisfied that gross misconduct has occurred, the result will normally be summary dismissal without notice or payment in lieu of notice. 
The hearing will be conducted by two Trustees. The employee will normally be informed of the decision of the hearing within two working days. 
4.3 Appeals 
An employee or volunteer who wishes to appeal against a disciplinary decision should inform the Chair of Trustees, in writing, within five working days.
The Notice of Appeal must state whether you are appealing against the conduct of the hearing, its findings, the penalties imposed, or a combination of these factors, and the supporting reasons for your appeal. 
Three Trustees who have not been involved in the disciplinary process will hear all appeals, normally within ten working days, and their decision is final. At the appeal any disciplinary penalty imposed will be reviewed but it cannot be increased. 
The findings, decision, and outcome of the Appeal Hearing will be confirmed to you in writing. 
No further right of appeal will be available to the employee within the organisation. 
4.4 Right to be Accompanied
At all stages the employee or volunteer has a right to be accompanied by a colleague, friend or non-legal representative. 
If the employee wishes to take advantage of this right, they must inform the Chair of Trustees at least two days before any meeting. Such requests must be acknowledged in writing by email.
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