South Littleton Parish Council - Grievance and Disciplinary Policy

1. Introduction
South Littleton Parish Council (SLPC) values its staff and aims to maintain good working relationships.
This policy sets out the procedure for dealing with employee grievances and disciplinary matters fairly, consistently and in accordance with employment law and ACAS guidance.

Part A: Grievance Procedure

2. Purpose
The grievance procedure allows employees to raise concerns, problems or complaints about their work, workplace, or relationships with colleagues or councillors.

3. Informal Resolution
Where possible, grievances should be raised informally with the Chair of the Council (as the Clerk’s line manager) in the first instance.
Most issues can be resolved quickly and amicably without formal action.

4. Formal Procedure
If the issue cannot be resolved informally, the employee should submit their grievance in writing to the Chair.
If the grievance concerns the Chair, it should be sent to the Vice-Chair.
The written grievance should include:
a) Details of the complaint;
b) Any relevant evidence;
c) The outcome sought.
A formal meeting will be arranged within 10 working days to discuss the grievance.
The employee has the right to be accompanied by a colleague, councillor, or trade union representative.

5. Decision and Appeal
After the meeting, the Council (or a designated panel) will confirm the decision in writing within 10 working days.
If the employee is not satisfied, they may appeal in writing within 10 working days of receiving the decision.
The appeal will be heard by a panel of councillors not previously involved in the case, whose decision will be final.

Part B: Disciplinary Procedure

6. Purpose
This procedure ensures that any issues relating to conduct or performance are dealt with fairly, promptly, and consistently.

7. Informal Action
For minor issues (e.g. lateness, minor mistakes, or communication issues), the Chair may discuss the matter informally with the employee to encourage improvement.
This is not disciplinary action and will not be recorded as such.

8. Formal Action
If the issue is more serious or does not improve, formal disciplinary action may be taken.
The stages are as follows:
a) Investigation – the Chair (or an appointed councillor) will gather facts and evidence.
b) Notification – the employee will receive written notice of the allegations, evidence, and the date of a disciplinary meeting.
c) Meeting – the employee will have the opportunity to respond and may be accompanied by a representative.

9. Possible Outcomes
After the meeting, the Council (or panel) may decide on one of the following:
a) No action – if allegations are unfounded;
b) Informal warning – for minor issues;
c) Written warning – for serious or repeated misconduct;
d) Final written warning – for further or more serious issues;
e) Dismissal – for gross misconduct or if there is no improvement after warnings.
All decisions will be confirmed in writing within 10 working days.

10. Gross Misconduct
Examples include (but are not limited to):
a) Theft, fraud, or deliberate falsification of records;
b) Physical violence or threatening behaviour;
c) Serious negligence or breach of confidentiality;
d) Misuse of Council property or funds;
e) Serious breach of the Council’s Code of Conduct or policies.
Gross misconduct may result in summary dismissal (without notice).

11. Right of Appeal
The employee may appeal any disciplinary decision in writing within 10 working days of receiving the decision letter.
An appeal panel of councillors not previously involved will hear the appeal, and their decision will be final.

12. Confidentiality
All grievance and disciplinary matters will be handled sensitively and confidentially.
Information will be shared only with those directly involved in the process.

13. Review
This policy will be reviewed every three years or sooner if employment law or ACAS guidance changes.
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