Merry Go Round Toy Libraries (The Charity)
DISCIPLINARY PROCEDURE

1. Introduction

1.1 The Charity acknowledges its responsibility to provide a clear and transparent framework for dealing with difficulties which arise between employer and employee as part of the working relationship.

1.2 Disciplinary procedures are needed so that employees know:

1.2.1 what is expected of them in terms of conduct and standards of performance;

1.2.2 the likely consequences of continued failure to meet those standards.

1.3 This disciplinary procedure covers situations in which the employer (the Management Committee) encounters difficulties with the conduct or performance of an employee, and when informal actions have been taken but have failed to resolve the situation.

1.4 By following it, the Charity intends to deal with disciplinary issues fairly, consistently, confidentially and speedily.

1.5 There are three stages to the procedure and every endeavour will be made to resolve each of the stages quickly. 

2. Stage 1: Oral Warning

2.1 A formal oral warning may be given by the Line Manager for the purpose of improving conduct or performance.  It will be made clear to the employee that this is a formal, oral warning and that it is Stage 1 of the disciplinary procedure that could lead to dismissal.

2.2 Plans for overcoming the problems which have led to this stage should be agreed with the employee, together with a time scale by which they should be effected.  

2.3 A written record of any meetings will be made and kept on file. This record should include details of the complaints; the employee’s reply; the oral warning and reasons for it; the agreed plans for resolution and the review date.

2.4 The note of the oral warning will remain in force for 6 months.

3. Stage 2 - Written Warning

3.1 By the end of the review period agreed in Stage 1, or sooner if further examples of unacceptable behaviour give cause for concern, the Line Manager or a delegated Officer of the Charity will call a meeting, giving at least 5 working days’ notice, which the employee should attend.
3.2 If progress in the employee’s work and behavior has been satisfactory, the disciplinary action is terminated.
3.3 If, however, the improvements agreed in Stage 1 have not taken place, the Line Manager or the delegated Officer of the Charity, in consultation with the Management Committee, will issue the employee with a formal written warning which will detail:
3.3.1 all the complaints at this stage;
3.3.2 a revised programme of required improvements and
3.3.3 a date set for review. 
3.4 The written warning will also remind the employee that this is the Stage 2 of the disciplinary procedure and that further misconduct or failure to improve performance will result in a disciplinary hearing before a Panel of Committee Members and may lead to dismissal.
3.5 A detailed record of the meeting, as in Stage 1, including a copy of the warning, will be kept on file. The written warning will remain in force for 12 months.
4. Stage 3 - Disciplinary Hearing 

4.1 At the end of the review period agreed in Stage 2, or sooner if further examples of unacceptable behaviour give cause for concern, it should be made clear by the Line Manager or the delegated Officer of the Charity that further misconduct or failure to improve performance will result in a disciplinary hearing before a Panel of not more than three Committee members, at least one of whom must be an Officer not previously involved in the disciplinary procedure.
4.2 If progress during the review period has been satisfactory, the disciplinary action is terminated.
4.3 If progress has been unsatisfactory, and a disciplinary hearing is deemed necessary, at least 10 working days’ notification must be given.  

4.4 The Secretary must set out, in writing:

4.4.1 the reasons for the hearing and the allegations against the employee;

4.4.2 the time and place of the hearing;

4.4.3 the names of the Panel members;

4.4.4 the right of the employee to be accompanied by a trade union representative or a colleague;

4.4.5 the penalties which may be applied if the allegations against the employee are found proved. 

4.5 The notification should include:

4.5.1 copies of any documents upon which the Charity’s case is founded.

4.6 If the employee proposes to submit any written evidence, this must be sent to the Secretary together with details of the person accompanying the employee, at least 5 working days before the hearing. 

4.7 At the hearing the parties will have the opportunity to present and discuss their cases and consider any further information which has come to light.

4.8 At the conclusion of the hearing, or within 3 working days, the Secretary shall inform the employee of the Panel’s decision as to whether the allegations have been found proved and, if so, whether disciplinary action will be taken.

4.9 If time for further investigation is needed, the employee will be informed and be given a date when the decision can be expected which will be within 10 working days of the hearing. 

4.10 Following a disciplinary hearing the Panel may decide to give a further written warning.  In this case the Secretary will send a letter to the employee which will:

4.10.1 refer to previous warnings where appropriate;

4.10.2 state clearly the disciplinary action being taken and the reason why the penalty is being imposed;

4.10.3 state that the warning will remain on the employee’s file for a specified period;

4.10.4 where appropriate, indicate the form of sustained improvement required in conduct and/or performance, the period of time allowed for the improvement to be achieved, and the likely outcome of failure to achieve it;

4.10.5 explain that the employee has a right of appeal.

4.11 A deadline will be set by which the improvements should have been effected.
4.12 Failure to make satisfactory improvements by that date will result in written notice of dismissal, from the Charity.
5. Dismissal

5.1 Following a disciplinary hearing, where there is no sustained improvement or where the conduct or performance is sufficiently serious, the Charity may dismiss the employee.  

6. Gross Misconduct

6.1 In all cases of alleged gross misconduct an employee may be suspended on full pay, such suspension continuing until the disciplinary hearing (Stage 3) has been completed.
6.2 An investigation must take place and a disciplinary hearing be held not later than 15 working days after the investigation has commenced.
6.3 All cases of alleged gross misconduct will be handled and investigated by the Chair and at least 2 other members of the Management Committee.
6.4 Examples of gross misconduct include: 
· abuse of a child or adult at risk;

· fraud, including deception, forgery, theft, misappropriation, collusion and false representation of material facts, such as:
· theft or unauthorised possession of property belonging to the Charity, any employee, volunteer or member of the public;

· falsification of qualifications, reports, self-certification forms etc.;

· corruption which arises when someone receives a benefit which influences them and causes them to act differently when conducting Charity business;

· refusal to carry out duties or reasonable instructions;

· serious breach of the Charity’s consitution, policies or procedures including breach of confidentiality;

· contravention of the Charity’s internet or e-mail policy;

· damage to property of the Charity or of any employee, volunteer or member of the public;

· intoxication by reason of drink or drugs;

· possession of alcohol or possession or use of illegal drugs on the Charity’s premises;

· violent, dangerous or intimidatory behaviour;

· sexual, racial or other harassment;

· bringing the Charity into disrepute. 

6.5 In particularly serious cases of gross misconduct such as those which may result in prosecution, the employee may be summarily dismissed without pay.
6.6 The employee will have the right of appeal as set out in paragraph 7. 
7. Appeals

7.5 An appeal against any formal disciplinary action must be made in writing by the employee to the Secretary of the Charity within 5 working days of receiving the decision under Stage 2 or 3. 

7.6 The application should indicate as fully as possible the grounds for the appeal.  

7.7 On receiving the request the Secretary will make arrangements for a hearing to take place within 10 working days between:

7.7.1 an Appeal Panel made up of three Management Committee members who have not been involved in the disciplinary decisions, one of whom shall chair the meeting

and

7.7.2 the employee and any representative.

7.8 The Secretary will attend and record the Appeal Panel meeting but not participate in the decision.

7.9 The Secretary will communicate the decision of the Appeal Panel to the employee in writing within 5 working days. The Panel’s decision is final.
7.10 In the case of summary dismissal, the dismissal will not be delayed pending the outcome of the appeal and, in the case of suspension, the suspension will not be lifted.

7.11 If the Appeal Panel decides to confirm or vary the disciplinary action, it will take place from the date originally intended or the date of the hearing of the appeal, whichever is the later.

7.12 If an employee is reinstated this shall be effective from the date of the dismissal. 

Merry Go Round Toy Libraries (The Charity)

GRIEVANCE PROCEDURE

1. Introduction

1.1 The Charity acknowledges its responsibility to provide a clear and transparent framework for dealing with difficulties which arise between employer and employee as part of the working relationship.

1.2 During the course of their employment, employees may have complaints which ought to be addressed and which they are unable to resolve through regular communication with their Line Managers.

1.3 This grievance procedure covers situations in which an employee considers that actions taken, or proposed, by the Charity are, or could be, detrimental to him/her.  By following it the Charity intends to deal with employees’ grievances fairly, consistently, confidentially and speedily.  

1.4 There are two stages to the procedure and every endeavour will be made to resolve each of the stages within 10 working days. 

1.5 If you have a grievance relating to your employment, which you have been unable to resolve through discussion with your Line Manager, you should raise it in accordance with this procedure.

1.6 Normal working must be maintained while the procedure is being followed through.

2. Stage 1: Formal Meeting

2.1 You must set out, in writing, the details of your grievance and submit them to your Line Manager with a request for a formal meeting. 

2.2 Where your Line Manager is involved in the situation which forms the grievance you should send the request to the Secretary of the Charity, or where the Secretary is the subject of the grievance, to the Chair.

2.3 Remember to keep a copy of the request for yourself.

2.4 You will be invited to a meeting with your Line Manager, or if your Line Manager is the subject of the grievance, the Chair or another designated officer of the Committee (the Officer), and must take all reasonable steps to attend.  The purpose of the meeting is to consider and try to resolve the grievance which you have set out in writing.  

2.5 You have the right to be accompanied at the meeting by one person such as a fellow worker, an official of a trade union, or a friend.  You should inform your Line Manager or the Chair/Officer if you intend to bring someone to the meeting.  He/she may then ask another member of the Management Committee who is not the subject of the grievance to attend.

2.6 The Line Manager or the Chair/Officer will inform you of the outcome of the meeting (including any settlement) in writing within 5 working days, including your right of appeal in cases where you are not satisfied.

3. Stage 2: Formal Hearing

3.1 If you are not satisfied with the outcome at Stage 1 you have the right to request a formal hearing.  Your request for a hearing should be submitted to the Management Committee within 5 working days of receiving the decision under Stage 1.

3.2 On receiving your request the Secretary will make arrangements for a meeting to take place between a Panel drawn from the Management Committee (consisting of not more than 3 members who have not been involved at the earlier stages and are not the subject of the grievance, one of whom shall be the chair of the Panel) and yourself and any representative within 10 working days of your receiving the decision under Stage 1.

3.3 You must take all reasonable steps to attend the meeting.

3.4 The purpose of the meeting will be to consider the relevant papers (including the decision under Stage 1) and to try to resolve the grievance which you have set out in writing.

3.5 At the meeting the Panel is entitled to:

3.5.1 hear from you and your representative about how you think the grievance might be resolved;

3.5.2 hear separately from the person or people involved, to clarify the issues from their point of view; and/or

3.5.3 hold a joint meeting with both parties to explore possible solutions.  At a joint meeting it can be expected that any witnesses and specialist advisers will be in attendance for all parties to ask questions and clarify issues.

3.6 The Chair of the Panel will communicate the outcome of the meeting in writing to both parties within 5 working days.  

4. Appeals

4.1 You have the right to appeal against the decision made by the Panel in Stage 2.  The request for an Appeal must be made in writing to the Management Committee within 5 working days of receiving the conclusion of the Panel at Stage 2.

4.2 The Appeal Panel will consist of not more than 3 members of the Management Committee who have not been involved at earlier stages and are not the subject of the grievance.  One of them shall be the Chair of the Appeal Panel.

4.3 The Appeal Panel will only examine:

4.3.1 any new evidence;

4.3.2 whether the Charity’s procedures have been followed. 

4.4 The Appeal Panel will meet within 10 working days of receipt of the request and will communicate its findings to you in writing within 5 working days of the completion of the hearing.

4.5 The Panel’s decision is final.

5. Advisor

5.1 The Management Committee should give consideration to inviting a suitable qualified, independent person to take part in this process as an advisor to either or both of the Panels or to the Management Committee.

