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SECTION 8: DISCIPLINARY APPEAL PROCEDURE/GRIEVANCE PROCEDURE

DISCIPLINARY APPEAL PROCEDURE

1.
The disciplinary rules and procedures which form part of your contract of employment incorporate the right to lodge an appeal in respect of any disciplinary action taken against you. 

2.
If you wish to exercise this right you should apply in writing to The Proprietor.

3.
An appeal against a formal warning or dismissal should give details of why the penalty imposed is too severe, inappropriate or unfair in the circumstances.

4.
The disciplinary appeal procedure will normally be conducted by a member of staff not previously connected with the disciplinary process so that an independent decision into the severity and appropriateness of the disciplinary action can be made.

5.
If you are appealing on the grounds that you have not committed the offence then your appeal may take the form of a complete re-hearing and reappraisal of all matters so that the person who conducts the appeal can make an independent decision before deciding to grant or refuse the appeal. 

6. You may be accompanied at any stage of the appeal hearing by a fellow employee of your choice, who may act as a witness or speak on your behalf. The result of the appeal will be made known to you in writing within five working days after the hearing. 

GRIEVANCE PROCEDURE

1.
It is important that if you feel dissatisfied with any matter relating to your work you should have an immediate means by which such a grievance can be aired and resolved. 

2.
Nothing in this procedure is intended to prevent you from informally raising any matter you may wish to mention.  Informal discussion can frequently solve problems without the need for a written record but if you wish to raise a formal grievance you must do so in writing from the outset.  You have the right to be accompanied at any stage of the procedure by a fellow employee who may act as a witness or speak on your behalf to explain the situation more clearly. 

3.
If you feel aggrieved at any matter relating to your work (except personal harassment, for which there is a separate procedure following this section), you should first raise the matter with Manager or in writing, explaining fully the nature and extent of your grievance.  You will then be invited to a meeting at which your grievance will be investigated fully.  You will be notified of the decision, in writing, within ten working days of the meeting, including your right of appeal. 

4.
If you wish to appeal you must inform the Proprietor, in writing, within five working days.  You will then be invited to a further meeting. 

5.
Following the appeal meeting you will be informed of the final decision which will be confirmed in writing. 
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