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GRIEVANCE & DISCIPLINARY PROCEDURE
GRIEVANCE PROCEDURE
1. The aim of the grievance policy is to resolve any grievance as swiftly (3-5 working days if possible) and fairly as possible.
2. The procedure will be operated in accordance with the Employment Act 2000 (dispute resolution).

3. The council will deal with any matter relating to employment with the exception of the outcome of disciplinary proceedings.

4. The employee has the right to be accompanied by a person of his/her own choosing who may speak on behalf of the employee, ask questions, but not answer questions put to the employee.

5. The employee and the companion/representative will be provided with any materials, papers, etc. necessary to make the employee’s case.

6. The Council will make every effort to accommodate any person who has special needs, if advised of the situation.

7. The employee has the right of appeal against a decision to an Appeals Panel.

GRIEVANCE PROCEEDINGS
1. The employee should make a grievance known in writing to the Chair of Council.
2. The time and place of the hearing must be notified and agreed with adequate time to prepare and attend within seven days of receipt of employees’ letter.

3. It should not be at some venue that is particularly inaccessible.
4. Provision should be made for any person with a disability or whose first language is not English.

5. The proceedings should not be interrupted for any reason (Health & Safety excepted).

6. The person accompanying the employee should be notified.

7. The person accompanying the employee must be given time to attend.

8. A written record of the proceedings must be kept.

9. The procedure must be the same for all employees.

10. The proceedings should not be held in quasi-judicial language or process but be simple to follow and understand.

11. The proceedings should be timely, and employees informed in writing of the outcome within seven working days.

12. If the employee making the grievance is unhappy with the response to the meeting, they can issue an appeal in writing. This Appeal must be submitted within seven working days of receiving the response to the initial grievance meeting.
13. By agreement, to allow for an impartial external facilitator to be engaged in the proceedings.
Note: Any employee who presents with a grievance should be encouraged in the first place to resolve the matter, if possible, by informal discussion with a colleague/senior colleague. Under the Employment Act 2002 this becomes part of an implied process aimed at achieving conciliation if possible.
DISCIPLINARY PROCEDURE

1. The employee must be informed fully of the matter in writing what it is that is considered to warrant a disciplinary hearing.

2. The matter must be investigated fully and thoroughly. 

3. The employee must be given reasonable time to prepare a defence (5-7 days).

4. The precise allegations should be read out at the start of the hearing.

5. The employee must be given adequate time to answer the allegations.

6. The employee’s representative/friend should be in possession of all the documentation that has been given to the employee.

7. The employee (or representative) should be allowed to challenge any matters that will be used by the employer to make their decision.

8. The panel hearing the matter must keep an open mind and not pre-judge the matter.

9. There must be the opportunity for the employee to appeal any decision to a non-involved third party.

DISCIPLINARY PROCEDURE, PENALTIES

The range of situations that bring people before a disciplinary hearing can be many. They can vary from the vexatious to the extremes of damage to the Council or other employees. Penalties should therefore be graded.

It is also a matter of natural justice and good management that will indicate what is appropriate:

Sanctions: 


First problem & a minor one:
Verbal Warning given by Chair

Second time & minor:
Further Verbal Warning from Chair

More serious matter:
First Written Warning from Council


Second time & serious:
Final Written Warning from the Council


Gross misconduct:

Suspension on full pay & Hearing

It may not be necessary to proceed through each level.; depending on the severity of the matter the procedure can, after proper consideration, go to any higher stage immediately.

GROSS MISCONDUCT

This will be a substantial matter and is usually clearly recognised as such i.e. theft, deliberate harm to or misuse of/to Council property, causing harm to a fellow employee, etc.

In a case of gross misconduct, the employee may be summarily dismissed in which case their recourse is to an industrial tribunal. Alternatively, the employee should immediately be suspended on full pay while an investigation is carried out and disciplinary proceedings are instigated.
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