West Huntspill Parish Council

Grievance and Disciplinary Procedure
Adopted: 19th May 2025
Clerk to the Council: Alex Harris
📧 clerk@westhuntspillpc.co.uk
📍 52 Priestley Way, Burnham-on-Sea, Somerset, TA8 1QX

1. Purpose and Scope
This procedure is designed to promote fair and consistent treatment in matters relating to employee grievances and disciplinary issues. It applies to all employees of West Huntspill Parish Council and ensures compliance with current employment law, ACAS guidance, and the principles set out by NALC, SALC and Arnold-Baker (2025 edition).

2. Grievance Procedure
2.1 Informal Stage
Employees are encouraged to raise any work-related concerns informally with the Clerk or, if the grievance relates to the Clerk, with the Chair of the Council. Every effort should be made to resolve the matter quickly and amicably.
2.2 Formal Grievance Procedure
Step 1: Submitting a Grievance
The employee must submit a written grievance to the Chair of the Council. It should outline the issue and the outcome sought.
Step 2: Hearing
A panel of at least two councillors not involved in the grievance will be appointed to investigate and hold a hearing within 10 working days. The employee may be accompanied by a colleague or trade union representative.

Step 3: Decision and Outcome
The panel will provide a written outcome within 5 working days of the hearing. It will include any findings or proposed actions.
Step 4: Appeal
If the employee is not satisfied, they may appeal in writing within 5 working days. The appeal will be heard by a different panel of councillors, and the decision will be final.

3. Disciplinary Procedure
3.1 Purpose
This procedure is used where the employee’s conduct, performance, or behaviour falls below acceptable standards.
3.2 Principles
· The employee will be informed of the issue in writing.
· They will have the right to be heard and respond.
· They may be accompanied by a colleague or trade union representative.
· Disciplinary action will not be taken without a fair investigation.

3.3 Examples of Misconduct
· Poor timekeeping or absenteeism
· Insubordination
· Breach of Council policies
· Misuse of Council property
· Minor breaches of confidentiality

3.4 Examples of Gross Misconduct
· Theft or fraud
· Physical violence or serious threats
· Deliberate damage to Council property
· Serious breach of confidentiality
· Harassment, discrimination, or bullying

Gross misconduct may result in summary dismissal (without notice).

3.5 Disciplinary Procedure Stages
Stage 1: Verbal Warning
For minor misconduct. Confirmed in writing and kept on file for 6 months.
Stage 2: Written Warning
If the issue persists or is more serious. Valid for 12 months.
Stage 3: Final Written Warning
For continued misconduct or serious issue. Final chance to improve.
Stage 4: Dismissal or Demotion
For failure to improve or gross misconduct. May be with or without notice depending on severity.

3.6 Appeals
The employee may appeal any disciplinary action by writing to the Chair of the Council within 5 working days of the decision. A separate appeal panel will consider the appeal and issue a final decision.

4. Confidentiality
All grievance and disciplinary matters will be handled with strict confidentiality. Only those who need to know will be involved.

5. Record Keeping
Written records will be kept of all grievance and disciplinary proceedings, including outcomes and actions taken, in accordance with GDPR and the Council’s Data Protection Policy.


6. Review

This policy will be reviewed every 2 years or following a change in relevant legislation or guidance.

Signed:
Chair of the Council: _________________________
Date: _______________

Parish Clerk: Alex Harris
Email: clerk@westhuntspillpc.co.uk

