Claremount Business Consultancy Services May 2009

Handling Discipline & Grievance
(Information Source: “Labour Relations Agency”  www.lra.org.uk May 2009 )
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Every business or organization needs rules. They set the standards of conduct and performance at work. Rules cover things like timekeeping, absence, discrimination and gross misconduct. 
Disciplinary procedures are used for dealing with problems with employees' conduct or their performance; which could lead to warnings or dismissal and grievance procedures are used for considering problems that employees wish to raise with their employer.

Drawing up Disciplinary Rules and Procedures

• Involve management, employees and their representatives where appropriate

• Make rules clear and brief and explain their purpose

• Explain rules and procedures to employees and make sure they have a copy

or ready access to a copy of them 

Operating Disciplinary Procedures

• Establish facts before taking action 

• Deal with cases of minor misconduct or unsatisfactory performance informally

• For more serious cases, follow formal procedures, including informing the

employee of the alleged misconduct or unsatisfactory performance

• Invite the employee to a meeting and inform them of the right to be

accompanied

• Where performance is unsatisfactory explain to the employee the

improvement required, the support that will be given and when and how

performance will be reviewed 

• If giving a warning, tell the employee why and how they need to change, the

consequences of failing to improve and that they have a right to appeal

• If dismissing an employee, tell them why, when their contract will end and

that they can appeal.

• Before dismissing or taking disciplinary action other than issuing a warning,

always follow the statutory dismissal and disciplinary procedure 

• When dealing with absences from work, find out the reasons for the absence

before deciding on what action to take 

Holding appeals

• If the employee wishes to appeal invite them to a meeting and inform the

employee of their right to be accompanied

• Where possible, arrange for the appeal to be dealt with by a more senior

manager not involved with the earlier decision

Core Principles of Reasonable Behaviour

• Use procedures primarily to help and encourage employees to improve rather than just as a way of imposing a punishment.
• Inform employees of the complaint against them, and provide them with an opportunity to state their case before decisions are reached.
• Allow employees to be accompanied at disciplinary meetings.
• Make sure that disciplinary action is not taken until the facts of the case have been established and that the action is reasonable in the circumstances.
• Never dismiss employees for a first disciplinary offence, unless it is a case of gross misconduct.

• Give employees a written explanation for any disciplinary action taken and make sure they know what improvement is expected.

• Give employees an opportunity to appeal.

• Deal with issues as thoroughly and promptly as possible.

• Act consistently.
The standard statutory procedure to be used in almost all cases requires the employer to:

Step 1 Write to the employee notifying him/her of the allegations against him/her, and invite him/her to a meeting to discuss the matter.
Step 2  Inform the employee of the basis of the allegation before holding the meeting to discuss this – at which the employee has the right to be accompanied – and notify the employee of the decision;
Step 3

If the employee wishes to appeal, hold an appeal meeting at which the employee has the right to be accompanied – and inform the employee of the final decision.
For full and complete information please go to: http://www.lra.org.uk/disciplinary-1.pdf
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If you would like to know more about our Business Consultancy Services, and to find out more about how we can help you today, please contact Claremount for a confidential appointment on Derry 028 7126 4420.
