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The General Store, Selkirk Charity SC055050

Disciplinary Policy 

This policy sets out how The General Store will handle disciplinary issues. The charity aspires to high standards in what we do and how we do it, and we expect anyone who represents us to do the same. This applies to paid staff and volunteers. This policy applies to situations where standards of behaviour have fallen below our expectations in the areas of:

1. 'Capability' – this is the ability to perform the job properly. 
2. 'Misconduct' – this is unacceptable or inappropriate behaviour
Before starting a formal disciplinary procedure, we will first see whether the problem can be resolved in an informal way.  
We will try to resolve the issue by:
· privately talking with the person and anyone else involved
· listening to their point of view
· agreeing improvements to be made
· setting up a training or development plan, if it's a capability issue

Dealing with Capability issues - Staff
Capability or performance is about a person’s ability to do their job. We will do our best to help an employee improve if there are problems with their performance at work. We will try this before any disciplinary procedure. This might include:
· mentoring or coaching
· training
· more proactive supervision and 1:1 check ins

Records will be kept of the agreed strategy and progress, and feedback on progress will be given regularly to the employee. 

If the above strategies do not result in an improvement in performance over a period of up to 4 weeks, then the employee will be advised that their job is at risk. 

A further 2 weeks will be given to work on improvements and if there is little or no sustained improvement then the employee’s job will be terminated with one week’s notice and payment in lieu of attendance. Holiday pay accrued will be paid.

Dealing with Capability issues - Volunteers
Volunteers give their time for various reasons but the overriding principle is that they are carrying out unpaid work. The charity has a right to expect performance from volunteers that drives the business forward or at least does not impede that. 
If we have concerns about volunteer capability, we will take into account the reasons why they volunteer and try to design their role (with them) around this need in a way that offers positive input and does not disrupt business. 
If we are unable to do that, or if no improvement results, then we will speak to the volunteer and request that they step back from volunteering at this point. 
Misconduct
Misconduct is when a volunteer or employee's inappropriate behaviour – words or actions - breaks the organisation's rules or potentially risks its integrity or reputation. How we manage misconduct depends on how serious the misconduct is and whether it could affect business. It's important the employer carries out a thorough investigation and can show the effect on the business.
Some misconduct examples include:
· bullying
· harassment
· ‘insubordination' – for example, refusing to do work
· absent without leave, including taking extended breaks without permission
· use of inappropriate language
· inappropriate use of social media to the detriment of the charity

Some acts count as 'gross misconduct' because they are very serious or have very serious effects. Examples of gross misconduct at work could include:

· fraud
· physical violence
· verbal aggression
· 'gross negligence' – this means a serious lack of care to their duties or other people
· serious insubordination – for example, refusing to follow policies or take reasonable orders from a supervisor
· theft of or wilful damage to the organisation’s assets
· destructive social media posts directly denigrating the charity

Misconduct outside work
This is where a person’s behaviour reflects badly on the company in a public situation (eg at a party) or the person discusses confidential issues outside of the organisation or with an inappropriate person inside the organisation. This includes use of social media. 
Disciplinary Process
The employee or volunteer will be notified of the misconduct in question and given the opportunity to explain. Any witnesses will be interviewed. If we are satisfied that the misconduct allegations are legitimate then the employee or volunteer will be given a verbal warning regarding their behaviour and advised that any repeat of this or any other form of misconduct will put their position at risk. 
Further proven misconduct will result in either termination or a written warning, depending on the circumstances. A third instance will result in the person being asked to leave the organisation. No notice will be given or paid. Holiday pay accrued will be paid.
If an employer finds there has been gross misconduct, they must still carry out an investigation and a fair disciplinary procedure.  
Frequent short-term absences  
Frequent short term absences can be very damaging to our business, make it hard to plan or cover and can put added pressure on another staff members. Whilst we understand that the unexpected can happen and staff are unable to attend work at short notice, the following procedures apply to short-term absence-
· Two periods (1 -2 days) of short term absence within the space of a rolling 4 weeks or less will result in a meeting with a manager to discuss the reasons for the absence and the likelihood of this re-occurring. 
· Any further periods of short term absence within three months of the initial will result in a second meeting and a verbal warning that their employment may be at risk. 
· A further period of short term absence will trigger a written warning that no further periods of short term absence will be accepted and any within three months of the written warning will result in immediate dismissal with no notice period or payment in lieu. 


Signed The General Store, Selkirk Trustees
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