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Staff Grievance and Disciplinary Procedure

Purpose and scope

This procedure is designed to help and encourage all employees to achieve and maintain
standards of conduct, attendance and job performance. The aim is to ensure consistent and
fair treatment for all staff. This procedure sets out the action which can be taken when staff
have a grievance or when disciplinary rules are breached.

Principles

The procedure is designed to establish the facts quickly and informal action will be
considered, where appropriate, to resolve problems. No disciplinary action will be taken
until the matter has been fully investigated.

At every stage employees will be informed in writing of what is alleged/agreed and have the
opportunity to state their case at a disciplinary/grievance meeting and be represented or
accompanied, if they wish, by a trade union representative or a work colleague.

An employee has the right to appeal against any disciplinary penalty or grievance decision
by the Trustee Management Committee.

Procedures
Grievance

The following stages apply where you have a grievance with Highfield After School Club or
complaint to do with your work or the people you work with. An attempt should first be
made to resolve the problem informally by talking it over with the Play Manager. If your
grievance is against the Play Manager you should talk to the Deputy Play Manager.

Stage 1: Formal Grievance
If the matter is not resolved informally you should raise the matter in writing with the
Trustee Management Committee, by outlining your grievance in writing to the Chair. You
may be called to a meeting, normally within a week, to discuss the grievance and will
receive a decision in writing.

Stage 2: Appeal

If you are still aggrieved and wish to appeal, you have the right to raise the matter with the
Out of Schools Development Worker. This will be arranged by the Trustee Management
Committee on your behalf for an agreed date and time.

It is important that the grievances are resolved as speedily as possible and normally a
response to Stage 1 will take place after the next Trustee Management Committee
meeting which may be brought forward to deal with the matter. It is within the discretion of
the Trustee Management Committee to call on any individual to assist in the discussion.
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Disciplinary Procedure
An attempt should first be made to resolve the problem informally.

Stage 1: First Warning

If conduct or performance is unsatisfactory and this is unresolved informally you will
receive a written warning from the Trustee Management Committee. This will be recorded
and you will also be informed that a final written warning may be considered if there is no
sustained satisfactory improvement or change. Where the first offence is sufficiently
serious Stage 2 will be implemented immediately.

Stage 2: Final written warning

If the offence is serious, or there is no improvement in standards, or if a further offence of a
similar kind occurs, a final written warning will be given which will include the reason for the
warning and a note that if no improvement results within a specified time action at Stage 3
will be taken.

Stage 3: Final Stage - Dismissal

If there are further grounds for complaint or if conduct or performance has failed to improve
the Trustee Management Committee may give notice of dismissal and give the period of
notice required in law. The Management Committee reserve the right to terminate this
contract immediately in the case of gross misconduct. This includes, among others,
abusive or violent behaviour towards children or adults, theft, racist activity or non-
attendance during contracted work hours without prior permission.

Appeals
An employee who wishes to appeal against any decision must do so in writing to the Chair
of the Trustee Management Committee within five working days.

"Highfield After School Club is a Charitable Incorporated Organisation, Charity No.
1162623"
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