DISCIPLINARY RULES

1.
In the event of any misconduct an employee will be warned both orally and in writing.

2.
Between warnings the employee will be encouraged to improve within a stated time period and advised of the improvement expected.  If the employee has failed to meet the required standards and has received one verbal warning followed by two written warnings, he or she may be dismissed on proper notice.  

3.
The employee may be suspended from duty pending investigation.  In the event of gross misconduct an employee may be dismissed without warning and without notice.

4.
Before any warning is given to an employee or before an employee is dismissed he or she will be given an opportunity of stating his or her case fully with the assistance of a friend or adviser if he or she so wishes.

5.
An employee may appeal to (name) against a decision to warn or dismiss him or her (unless that decision was made by the Chairman) and again he or she may have the assist​ance of a friend or adviser if he or she so wishes.

6.
For the purpose of these rules:


(a)
Misconduct shall include carelessness, bad time keeping, poor performance, discrimination, racial or sexual harass​me​nt, rudeness and any other behaviour incon​sistent with an employee's duty loyally and properly to carry out his or her duties for The Rural Deanery of Worthing.


(b)
Gross misconduct shall include theft, dishonesty, drunken​ness, disobedience, fighting and any other miscon​duct so serious that it would be unreasonable to expect to retain the service of the employee.


GRIEVANCE PROCEDURE



Any grievance should initially be brought to the attention of the head of department.  If a satisfactory solution cannot be agreed, the head of department together with the aggrieved party is required to present the matter to(name). Final appeal is to the(name).

