
B間Iey Parish Counc‖ DiscipIinary and Grievan∞ PoIicy

Adopted by B川Iey Co…C= on lO September 2019

DiscIpilnarv Procedure

l , Misconduct

l.1 This po=ey indicates the disciptinary procedure that wi= normatry be fo"owed in仙e event of

misconduct. The fo"o画g list叩Vides examples of conduct that刷i nom訓y be rega「ded as

misconduct leading to diseiplimary p「oceedings. The Iist is not exhaustive and these are exampIes

on時
・ Unsatisfactory tinle keeping

. Absenteeism

. Fa血re to ∞mPly with rules and 「egulatione ai河icabIe to job 「equirements

・ Fa冊re by an empIoyee to perfem the dutles and 「esponsib剛ies of his仙er post to the standard

expected by the ∞unCII

. lnsubordinatien

. Any other ∞nduct仙at from tinle tO time is defined by帥e counc" as amounting to mis∞nduct

l ,2　For first instan∞S Of minor misconduct the Chair may speak to the empIoyee info「maiiy before

implementing a formai discip"nary p「ocedure. However, the「e is no olbl吋ation for the Chalr to do仙S・

2. Ve「baI wa「ninas

2.1 Ve「baI Wamings are issued for most first instances of generaJ misconduct' depending on the

s飢ouSneSS of the offI訓Ce」fthe employee is given a Ve巾al Waming he/She wi‖ be wamed ofthe

"kdy ∞nSequenCes of any further dis坤inary offences o「 a failure to im叩IVe his仙er conduct to仙e

satisfaction of councih A note confiming the Ve「bai Waming wⅢ be函Ced on the empioyee’s

personne=ile and a ∞Py W肌be p「ovided to間e emptoyee. A Ve「bal Waming wi= no「matry 「emain in

fo「ce for 6 monthS. The Ve巾al Waming stage of the p「oced=re may be om同討if the offenoe is of a

Su師cientry serious natu晦・

3. First wri競en wamina

3.1 ln the case of a serious o惟mce or repetition of an earIier mino「 Offence the empIoyee wi‖ nomatry be

given a First Written Waming. A臼rst Written Waming刷I be issued lay the Chai「 and wi‖ set out:
. the nature ofthe o什en∞ and the improvement requi「ed " appropriate) and over what peれOd

. the likely consequen∞S Of any further offence or faiiure by伽e empIoyee to imp「Ove his爪er conduct

to an acceptable standard

. that further offences wiii resu旧n more se「ious discipIinary adion; and

. the empIoyee’s right of appea1

3.2　A first W皿en Wa面ng w剛normatry 「emain in force fo「 6 months. The First W皿en WamIng Stage of

the p「ocedure may be omitted if the offence is of a su怖c剛y s釧Ous nature.

4.円nal written wamina

4.1 If further mjsconduct occurs wit師the time period specified in a円rst W皿en Waming' or ifthe

misconduct is su簡ciently serious,皿e empIoyee wⅢ be gM訓a Final W皿en W加Iing. A FinaI Written

Waming wi= be issued by the Chai「 and w州seto血

. the nature ofthe offen∞ and the inprovement 「equi「ed砕app「oprigife) and over what peried

. the IikeIy ∞nSequenCeS of any fu皿er o惟m∞ Or a faiiure by the empIoyee to imp「Ove his/her

COnduct to an accepfable standard
. that further offences w‖I 「esuIt in mOre Serious disciplinary action up to and inclrding dismissal; and

. the empIoyee’s right of appea1

4.2　副旧I Written Wamings may a-so be issued in ci「cIImstanceS Where the mis∞nduct does not amount

to g「oss mis∞nduct lb面e sufficiently serious to wa「「ant orty one written waming. A Final W皿en

Warning wiii noma叩y 「emain in force fo「 12 months.
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misconduct is su飾cientry se「tous and the Councii deems it to be app「oprぬte to contempLate the

dismissal, demotion or suspension (Without pay) of the empioyee the foliowing fomal disciplinary

PrOCedure wI= be foliowed



5.2　The Counci- wi旧nvestjgate the aiieged misconduct and wilI estabIish the facts s…TOunding the

compIaint as necessa「y, taking into a∞Ount the statements of any avaiiabIe witnesses

5.3　The CounciI w川set out in w輔ng the a=eged conduct or othe「 ci「cumstances which Iead it to

contempiate dismissjng the empIoyee or taking dISC印nary action against the empIoyee and the basis

fo「 the aliegation and wiii send the employee a copy of the statement inviting the empioyee to attend

a discipiinary meeting to discuss the matte「" The empIoyee w川be p「OVIded with a reasonabIe

opportunity to conside「 his/he「 「e§POnSe tO the informatien provided in the statement befo「e attending

the mee冊g,丁he emprtyee must take a‖ reasonable steps to attend the meethg

5.4　DiscipIina「y meetings w冊Oma=y be convened within 5 wo「king days of the Councii sendIng the

empIoyee the w珊en statement 「efe「red to in 5"3 above' The empIoyee may be accompanied to any

discipIinay meetjng by a pe「son approved/ag「eed by the Councii o「 by a representative of a t「ade

union. The Council wiii be 「ep「esented by the Chai「

5.5 ifthe time o「 date p「oposed for the meeting is inconvenient (either for the empIoyee o「 fo「 the

empioyee’s companion shouId he/She wish to be a∞OmPanied to the meeting pu「Suant tO 5.4 above)

the empioyee may ask to postpone the meeting by up to 5 wo「king days

5.6　The meeting may be adjoumed to aIiow matters 「aised du血g the course ofthe meeting to be

investigated, Or tO aff‘加the CounciI time to consider its deciSion

5.7　A償er the meeting the Chai「 w旧nfom the empioyee ofthe decisiOn and any appIicabie sanction

Within 5 wo「king days・ The meeting may be reconvened fo「 thiS PurPOSe. The decision wiIi be

confirmed to the empIoyee in w「iting

5.8 1fthe empioyee wiShes to appeai against the decision he/She must notify the Chaj「 in w「iting within 5

WO「king days of 「ece一Ving written notlCe Ofthe decision. The Chai「wiIi nominate a pe「SOn O「 Pe「SOnS

(eg the Chai「 and at least one othe「 Counc紺or of a neighbouring Pa「jsh Councii) who wastwere not

invoived in the o「iginai decision, tO COnSide「 the appeai within 14 days of the decision at the p「evious

Stage and to set up an appeal meeting

5"9　The empioyee must take aii reasonabie steps to attend that appeai meeting" The empioyee has the

right to be accompanied to a djscipIina「y appeai meeting by a perso= aPPrOVed/ag「eed by the CounciI

○○ by a representative of a t「ade unjon

5.10 An appeai meeting wiii noma=y be convened within 7 wo「king days ofthe AppeaI Chairman receivjng

no伽Cation that the empioyee wishes to appeal pursuant to 5.8 above・ lf the meeting date is

inconvenie巾fo「 the empIoyee o「 the empIoyee,s companion he/she may ask to postpone the mecting

by up to 5 wo「king days

. Any new eviden∞ that the empioyee wishes to put forwa「d wiIi be conside「ed' aS Wili any new

evidence from the Council. The origjnaI discipiInary Penafty w冊be 「eviewed

. The discipIinary appeal sanction origin訓y imposed cannot be lnC「eaSed upon appeaI

. The appeaI meeting wi‖ not necessa「iIy take piace befo「e any originai discipiinary sanction imposed

takes effect. 1fthe empIoyee,s appea=s against dismissai and the appeal iS Suc∞SSfui- the empioyee

w川be 「einstated and continuity of empioyment wiii be p「eserved

・ The meeting may be adjoumed to aliow matters 「aised during the coⅢSe Ofthe meeting to be

investigated, O「 tO afford the Counc冊me to 「econside「 its originai decision

5.1 1 Aife「 the meeting, the Appeal Chair w旧nfo「m the empioyee of its fiれaI decision within 5 wo「kjng

days. The meeting may be 「econvened to「 this purpo§e・ The decision wi= be confimed to the

empioyee in Writing.
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Misconduct, This iist is not exhaustive and these are examples oniy:
・ Refusai o「 「epeated faliure by an empIoyee to cany out his/he「 dutieS

. FaIsification of documents or information (InCiuding expense ciaims)

. unau肌Orised disciosu「e of confidentja=nformation

. AssauIti=g a fe=ow emp-oyee o「 any other perso= Whiist acting o「 Pu「POrting to act on behaIf ofthe

counciI

・ lnsuIting言ndecent or offensive behaviour towa「ds a feliow empIoyee o「 any other pe「son whiist

acting o「 purporting to act on behalf of the council

. serious o「 「epeated harassment (incIuding sexuaI and 「acjaI harassment)

. lncapacfty at work due to the influence of aicohoi, un-PreSC曲ed drugs o「 any othe「 substan∞

. Wilfui damage to council property
・ Theft, unauthorised use o「 possession of counciI property o「 the代ofthe p「operty of a fe‖ow

empioyee
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. Conduct師nging the counc旧nto disrepute

. Any other conduct that fron tinle tO time is de血ed dy the coun(謝as amou軸g to g「OSS misconduct

6,2 If an empIoyee is accused of any g「oss mis∞nduct he/She may be suspended fron work on仙I pay

pending the outcome of an investigation i巾O the訓eged offence(S). Such a pefrod of suspension w"i

not normally exceed l O working days unless仙ere are exceptional ci「CumStanCeS

6.3　The Co…CiI wi旧nvestisate the matter and will esta馴ish the facts su町Ounding the ∞mPlaint as

necessary, taking into ac∞…t肌e statements of any avaiia馴e witnesse§. As part of that investigation

the empIoyee wiii be inte面ewed

6.4 Ifthe Counc" believes the empIoyee is guiIty of g「OSS mis∞nduct his/her emptoyment刷i be

terminated summa巾Iy without ndi∞ or Pay in Iieu of noti∞

6.5　The Councii wi= send the empIoyee a statement, Setting out the a"egations of misconduct that led to

the empIoyee,s dismissal and the Council’s basis for個nking that the empIoyee is gu岬y of that

misconduct. The date on which the employment teminated wi" be ∞nfirmedio the empIoyee and伽e

empIoyee may be 「eminded of any continuing o輔gatione hetshe may have foIIowing the termination

of empIoyme血This statement wi= aiso expIain the empIoyee’s right to appeal against the CounciI’s

decision

6,6 If the empIoyee wishes to appeal againet the Co…CiIIs decision he/She must notify the Cha両n writing

w柵n 5 working days of 「eceivi=g nOtice of the Counci「s decision叩rsua…o 6.5 above. The Chair

wi‖ nominate a person o「 pe「sons teg the Chair and at ieast one other Co…C冊or of a neighbou血g

Parish Co…C吋y who wasNere nof invoived in the original decision to consider the appeal wIthin 14

days of the decision at the p「evious stage and to set up an appeal meeting

6.7 If the empIoyee appeais an Appeal Chair w冊invife the empIoyee to attend an appeal meeting. The

emptoyee muSt take a" reasonable steps to attend the meetlng. The empIoyee has the risht to be

accompanied to a disciplina「y appeal meeting by a person approved/agreed by仙e CounciI or by a

「ep「esentative of a trade union

6.8　Any appeal meeting w"I nomally be convened w柵n 7 worklng days of the Appeal Chair re∞Mng

noti∞ from the empIoyee仙at he/She wishes to appeal pu「suant to 6.6 above" Ifthe date ofthe

meeting is inconvenient fo「 the empIoyee or his/her ∞mPanion the empIoyee may ask to postpone

the meeting by up to 5 working days
. Any =eW eViden∞ that仙e empIoyee wishes to put forwa「d wili be considered’aS W"i any new

evidence from the CouれCit. The original discip臨ary pena時wi‖ be 「eviewed

. The discip‖na「γ aPPeal sanction origin訓y imposed cannot be jncreased upon appeal

. The Appeal meet"ng Witi not necessartry take pla∞ before any original discip冊aJγ SanCtion imposed

takes effect. If仙e empIoyee’s appeal is againet dismissal and the appea=s successfui the empIoyee

wi‖ be reihstated and ∞ntmuity of emp10yment wi= be p「eserved

. The meeting may be adjoumed to allow matters raised during the ∞urSe of the meetIng to be

investlgated, or to afford帥e Co…Cil tim恰to reCOnSider its original decision

6,9　A償er the appeal meetIng the empIoyee wilI be informed ofthe fimai decision w柵n 5 working days・

The meeting may be 「e∞rv釧ed for仙s p叩OSe. The appeal decision wilI be ∞nfirmed to the

empIoyee in writlng"

7. Retention of documents

7.1 The Cierk wiII ensure documents with pe「sonai data are retained and th飢destroyed in "ne with the

Parish CounciI-s General Data P「otection Regulation polices and documents.

Grievance P「ocedure

Linfomal:岬
1.1 in the interests of maintaini叩gOOd working relations the employee is encou「aged to first discuss any

grievance with the ChaI「 Ofthe Pansh Councit, W肌a view to 「esoMng the matter面Ormally if

approp「iate川the employee feels that仙S is not appropriate o「 he o「 She wishes to叩rSue a fomlal

g「ievan∞ they shou旧fdiiow the p「OCedure detailed beIow.

芥O語群蒜監肌着。,,珊,。。rn両町rSt.t。m.,,t 。t On.,。n。。I n申。Vld。 。
COPy tO the Chai「
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2.2　Once the Parish Counc冊as had a 「easonable opportunity to ∞nSider its response to the

infomation p「ovided in the Statem飢t of Grievance’the empIoyee w"I be invited to attend a grfevan∞

meeting w軸the Pa「ish Council to discuss the matter

・ The employee must take訓「easonable steps to attend the meeting

. G「ievance meetings w‖I nom圏ly be convened with 14 days ofthe counc冊eceMng the Statement

ofGrievance
. The emptoyee has the r直ht to be accompanied to a g「ievan∞ meetin9 by a pe「son

approved/agreed by the Counc= or by a T「ade Union 「ep「esentative

川the meeting is inconve面ent fo「 e肌er the empLoyee or his/her companton, the empIoyee has the

rig冊to postpone the meeting by up to 5 worklng days

2.3　A grievance meetlng may be adjoumed to ailow matt(ms 「aised during the cou「Se ofthe meet白ng to be

investisated, or to affo「d the Council time to consider the decision

2.4　Afterthe meeting the empIoyee wi" be infomed ofthe Councirs decisIon W軸n 5 working days. The

meetlng may be reconvened fo「 this purpose" The Council’s decision wi= be ∞nfimed to the

empIoyee in w輔ng

2.5 If the empIoyee wishe§ to aPPeal against the CounciI,s decision he/she must infom the AppeaI Chair

W酬in 5 wo軸g days of receivIng the decision.

2.6 Ifthe empIoyee notifiくおthe Appeal Chai「 (See Disc回航ary P「o∝idure, POint 5.8) that皿ey wish to

appeal, the empIoyee wi" be invited to attend a g「ievance appeal meeting. The empioyee must take

a= reasoneble steps to attend that meeting. The empIoyee has the right to be accompanled to a

g「ievance appeal meeting by a person approved/ag「eed by the Councii o「 by a T「ade Union

representative

2.7　A grievance appeal meeting wili nom訓y be ∞nVened w柵∩ 7 working days of the Appeal Chair

receiving notioe that the empIoyee wishes to appeal pursuant to 2.5 above" If the meeting time is

in∞nVenie巾fo「 the employee or his川er companion, the empIoyee may ask to postpone the meeting

by up to 5 working days

2"8　Afte「 the grfeva=Oe apPeal mee帥g the empIoyee w"I be infomed of the final decision w柵n 5

working days. The meeting may be reconvened for this purpose. The decision wIIl be confimed to the

empIoyee in writing.

3. Mod岬
3.1 If an ex"emPloyee wishes to raise a grievan∞, he/She must set out thei「 grievance and the basis for

that g巾evan∞ in writing and p「OVide a ∞Py to the Chair

3.2　FoiIowing re∝由t of a stateme巾of grievan∞ PurSuant to 3"1 above. the Chair wilI either write to the

ex-emPIoyee inviting him/her to att‘∋nd a meeting to discuss the grievan∞, or to aSk fo「 the ex-

empIoyee-s ag「eement to仙e ∞mm請ee 「esponding to the g「ievance in writing

3.3 1fthe ex・emPIoyee doe§ nOt agree to the matter being dealt w軸by corresponden∞ W柵n 7 wo「king

days of the counciI writing to them pursuant to 3"2 above st‘∋PS 2.1 to 2.4 of the standard councii

grievance procedure刷I be fotlowed. The meeting w紺be ∞nducted by仙e Pa「ish CounciI

3.4 1fthe ex-emPIoyee does ag「ee td the matter being dealt w柵by ∞rreSPOnden∞・ the Council wilI

consider his仙er grievance and w剛「espond to the ex-emPIoyee in w輔ng w肌in 14 days ofthe receipt

of such ∞nfi…ation se的1g Out the basis for the Council’s decision.

4. Retention of documents

4.1 The Cierk w‖i ensure doouments w肌Personai data are 「etalned and then destroyed in line with the

Pari如CouれCil’s Generai Data P「otection Reg山ation poIices and doouments.

Review date: by October 2020

Dated申神性


