
B[image: C:\Users\User\AppData\Local\Temp\lu91406pzl.tmp\lu91406q13_tmp_d92fa18fafbab9b9.png]uxton Village Hall, Mill Street, Buxton, NR10 5EN
Tel: 01603 279468
Admissions: buxtonpreschool@outlook.com
Finance: finance@buxtonpreschool.co.uk


Disciplinary and Grievance Procedure for Playgroup employees.
Minor Disagreements
It is recognised that disagreements may arise among the Playgroup staff, or between staff and Committee. These can usually be resolved informally by discussion, if necessary, with the help of the Committee Chair, or via staff, or Committee meetings.
Disciplinary Procedure
A more serious situation arises when a dispute cannot be resolved, or when the committee is dissatisfied with the conduct or activities of an employee.
Instant dismissal is possible only in the extreme circumstances of gross misconduct. Examples of gross misconduct are as follows:
· theft or fraud
· ill treatment of children
· assault
· malicious damage
· gross carelessness which threatens the health and safety of others
· being unfit through drugs or excessive alcohol
In all other cases an employee will not be dismissed without the appropriate warnings.
Any disciplinary matter will normally be dealt with in three stages:
1. A verbal warning.
2. A written warning.
3. Notice of dismissal.

The employee may be accompanied by a third party at each stage if they wish, and that third party may speak on the employees behalf.

1. If a verbal warning is given:
· The employee should be interviewed by the Manager and/or the Preschool Chair, who will explain the complaint.
· The employee will be given full opportunity to state their case.
· If the warning is still considered to be appropriate, the employee will be told
a) What action should be taken to correct the conduct.
b) That they will be given reasonable time to rectify matters.
c) That if they fail to improve then further action will be taken.
d) That a record of warning will be kept on their file.
e) That they may appeal against the decision.

2.  Written warning
If the employee fails to correct their conduct and further action is necessary.
· The employee will be interviewed and given the opportunity to state their case, as before.
· If the need for disciplinary action is established, a letter will be sent to the employee immediately.
· The letter will:
a) Contain a clear reprimand and give the reasons for it.
b) Explain that corrective action is required and that reasonable time will be given for improvement.
c) Warn that failure to improve will result in further action being taken.
d) Explain that they have the right to appeal against the decision.


3. Dismissal
If the employee still fails to correct their conduct then:
· The employee will again be interviewed and given the opportunity to state their case as before.
· If the decision is to dismiss, the employee will be given notice of dismissal. Stating the reasons and giving details of the right of appeal.

Appeals
At each stage of the disciplinary procedure the employee must be told that they have a right to appeal against any disciplinary action, and that the appeal must be made in writing to the Preschool Chair within 5 days of the disciplinary interview. The Playgroup Committee will normally hear the appeal, and it will be heard as soon as possible. The hearing will be informal and the employee may take a third party to accompany them and speak for them if necessary.
· The employee will explain why they are dissatisfied and may be asked questions
· The Manager or Chair will be asked to put their point of view and may be asked questions.
· Witnesses may be heard and may be questioned by the appeal committee, the employee and by the Manager or Chair.
· The Committee will consider the matter and make known its decision.
· A written record of the meeting will be kept.
Any decisions made at this stage will be final.
Suspension
If the circumstances appear to warrant instant dismissal for an act of gross misconduct, such as ill treating a child or another staff member, an employee may be suspended from duty, with pay, while investigations are being carried out. This may include input from LADO. Suspension is not an assumption of wrong doing. Suspension is only for cases of extreme misconduct. In any other circumstances an employee should not be dismissed without following the disciplinary procedure.
Police Investigations
Should any member of staff working at the Preschool find themselves subject of a Police Criminal Investigation, that person must make the Manager and Committee aware of the investigation immediately.
Having been informed that such investigation is ongoing, a Safeguarding meeting will be undertaken by the Manager and Committee to review any risk. If deemed necessary the staff member could be suspended on full pay until the criminal investigation is complete. Once the outcome has been established an internal review will take place with the Manager and Committee to ensure employment at the Preschool is still appropriate.
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