Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Disciplinary Policy & Procedure
1. Purpose and Scope
This Policy is designed to help and encourage all employees to achieve and maintain acceptable standards of conduct, attendance and job performance, in line with their contract of employment. It is intended to improve performance and resolve difficulties, rather than punish, and applies to all employees of Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS).

2. Guidelines
CDGNS expects all employees to comply with a lawful request, instruction or order and to conform to its rules at all times. If these rules are disregarded or broken, CDGNS has the right to discipline employees according to the procedure laid down in this document. It is not possible to cover every situation in the following list, and employees should always seek further clarification from their line manager if necessary:

· Employees must have proper regard to the terms of their employment.
· Employees should use the time, equipment and property of CDGNS in a proper and authorised manner.
· Employees must abide by the Policies of CDGNS, copies of which are accessible in the Policy file, kept in the office area.
· Employees should satisfactorily perform the instructions given to them relating to the function of their employment.
· Employees should satisfactorily perform any reasonable request relating to their function by an authorised manager.
· All absences from work must be authorised.
· All Health & Safety rules and procedures must be adhered to at all times.
· Consumption of alcohol, unless authorised by management, and the use of illegal drugs are not permitted on CDGNS premises. There is a no smoking policy on the premises.
· Threatening or violent behaviours are not permitted.
· Bullying and harassment are not permitted.
· Behaviour or actions which would in any way jeopardise the safety or wellbeing of others are not permitted.
· Gambling is not permitted on the premises.
· Making of long or numerous private telephone calls is not permitted.
· Employees must not use language or behaviour that is discriminatory against others, such as on the grounds of age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.
3. General Principles

The aim is to ensure consistent and fair treatment for all.

No disciplinary action will be taken against an employee until the case has been fully investigated. The investigation will be carried out by the employee’s line manager. The disciplinary interview and final decision will be carried out by a sub-committee appointed by CDGNS’s Management Committee, which will normally include the Chairman. Where the dispute is with the Chairman, another suitable person will be appointed by the Management Committee.
Disciplinary action can be instigated by any member of the Management Committee.

At each stage in the procedure, the employee will be advised of the nature of the complaint against him/her and will be given the opportunity to state his/her case before any decision is made.
At each stage in the procedure, the employee will have the right to be accompanied, and represented, by a person of their choice such as a friend or a trade union representative during any disciplinary interview or appeal hearing.

An employee will have the right to appeal against any written disciplinary penalty imposed. This right of appeal will be communicated along with any written penalty imposed.

Disciplinary action can be implemented at any stage of the procedure (Section 4), depending on the nature and gravity of the alleged misconduct. If an investigation and interview indicate that the matter is too serious to be dealt with through an oral warning, or if the matter proves to be more serious than was first apparent, the employee may receive a written first warning. He/she may also receive a written warning if a review after an oral warning or a previous written warning shows that there has been inadequate improvement in his/her conduct or performance, or if an incident of unsatisfactory conduct or performance occurs after an oral warning or a previous written warning.

No employee will be dismissed for a first breach of discipline, except in the case of gross misconduct (Section 5). An employee who lodges an appeal against dismissal for gross misconduct may be suspended on full pay for no more than one month pending investigation.
4. Procedure
Minor faults will be dealt with informally by the employee’s line manager, but where the matter is more serious, the formal procedure which follows will be used. There are four stages of this procedure, which increase in seriousness:

· Oral warning
· Written warning
· Final written warning
· Dismissal
Action may be instigated at any of these levels depending on the gravity of the matter.

4.1. Oral warning
If conduct or performance does not meet acceptable standards, the employee may be given a formal oral warning. He/she will be advised of the reason for the warning, and that it is the first stage of the Disciplinary Procedure. A note that an oral warning has been given shall be signed by the employee, and this will be kept on the employee’s personal file for six months, following which it will be removed subject to satisfactory conduct and performance.

4.2. Written warning
If the offence is a serious one, or if a further offence occurs, a written warning may be given to the employee. This will give details of the complaint and the improvement required, and will advise of the right of appeal. A copy of this written warning will be kept on the employee’s personal file, but it will be disregarded for disciplinary purposes after six months, subject to satisfactory conduct and performance.

4.3. Final written warning
If there is still a failure to improve conduct or performance, or if the misconduct is sufficiently serious, a final written warning may be given to the employee. This will give details of the complaint, will warn that dismissal will result if there is no satisfactory improvement within the stated time, and will advise of the right of appeal. A copy of the final written warning will be kept on the employee’s personal file, but will be disregarded for disciplinary purposes after twelve months (in exceptional cases the period may be longer) subject to satisfactory conduct and performance.

4.4. Dismissal
If conduct or performance is still unsatisfactory and the employee still fails to reach the prescribed standards, dismissal will normally result. The decision to dismiss can only be taken by the Chairman and Management Committee. The employee will be provided with written reasons for dismissal as soon as reasonably practical, along with the date on which the employment will terminate, and the right of appeal (Section 6).
5. Gross Misconduct
Gross misconduct includes any action which threatens CDGNS, its work or its reputation, people connected with it or members of the public, or which destroys the employer’s relationship of trust with the employee. The following list is not exhaustive, and other actions may constitute gross misconduct.

Examples of offences normally regarded as gross misconduct:

· Theft.
· Fraud, including deliberate falsification of records.
· Damage to or misuse of property belonging to CDGNS.
· Serious incapacity for work due to being under the influence of alcohol or illegal drugs.
· Fighting or physical assault.
· Threatening behaviour.
· Gross insubordination.
· Conduct endangering any person.
· Gross negligence causing loss, damage or injury.
· Breach of professional ethics.
· Breach of data protection rules, such as unauthorised access to computer or manual records.
· Bullying and harassment on the grounds of age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.
· Breach of standards of good conduct.
An employee accused of gross misconduct may be suspended from work on full pay, normally for no more than one month, while CDGNS investigates the alleged offence. The employee will be given written notification of the suspension and the reason(s) as soon as reasonably practical. If, on completion of the investigation and a disciplinary hearing, CDGNS is satisfied that gross misconduct has occurred, the result will normally be dismissal. The employee will be entitled to written notification of the decision as soon as reasonably practical, along with the right of appeal (Section 6). In the event of an appeal against dismissal for gross misconduct, the employee will be suspended on full pay from the date of dismissal until the appeal is heard.
6. Appeals
Where an employee feels that this disciplinary procedure has not been followed properly or fairly, he/she may appeal not only against the decision, but also against the severity of the decision.

An employee who wishes to appeal should inform the Chairman of CDGNS in writing within five working days.

The appeal will be heard by an Appeals Committee consisting of three persons appointed by CDGNS, normally from its Management Committee. None of these three shall have been directly involved either with the incident(s) that is the subject of the disciplinary action or with any previous stage in the procedure.
The appeal will normally be heard within fourteen working days of its receipt.

The decision of the Appeals Committee is final.
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