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RACKHEATH BOMBERS PRE-SCHOOL 

 

DISCIPLINARY AND GRIEVANCE PROCEDURES 

 

Minor disagreements among pre-school staff, or between staff and 
committee, can usually be resolved at the regular staff meetings or 
informally by discussion. A more serious situation arises when a 
dispute cannot be resolved, or when the committee is dissatisfied 
with the conduct or activities of an employee. 
 
Disciplinary Procedure 
 
Disciplinary procedures apply to all employees and are intended to ensure that the full facts are 
established, problems are resolved quickly and fairly, both parties have the opportunity to state 
their case and that any action taken is constructive. 
 
Any disciplinary matter will follow three steps: 
Step One 
The disciplinary issue must be put in writing to the staff member. They must also receive full 
details of their rights under the Disciplinary Procedures. The Chairperson should assemble a panel 
of not less than three committee members to examine the disciplinary matter. If possible they 
should not be directly involved in the case. Both parties must be given time to consider the issues 
before the meeting. 
Step Two 
A face to face meeting must take place between the employee and the panel of committee 
members. The employee may be accompanied by a friend or trade union official if she/he wishes 
and that friend or official may speak on his/her behalf. The employee and the Pre-school 
representative should state their case, calling witnesses if necessary and appropriate. The panel 
should consider their decision in private. At the end of this meeting the employer (committee) must 
inform the employee of their decision and that they have the right to appeal. 
Step Three 
If required an appeal meeting may be held. The employee must request an appeal meeting within 
five working days of the disciplinary hearing. The employee or their representative will be given the 
opportunity to state their case and witnesses for both sides may be called and questioned. Again 
the panel of committee members should consider the case in private and give the employee their 
decision, which is final. 
 
If the complaint is found to be upheld, with the exception of Gross Misconduct, the matter will 
normally be dealt with in three stages: 
Verbal Warning 
If the complaint is upheld the employee and panel should discuss and agree what action should be 
taken to correct the complaint to prevent further disciplinary action being taken. A time limit should 
be given to rectify matters. The verbal warning should be confirmed in writing and held on the 
employee’s staff file for three months, after which time all records should be destroyed. The 
employee has the right to appeal. 
Written Warning 
If the issue persists within the period of time set by the verbal warning the panel may decide to 
issue a written warning. In this circumstance a letter should be sent to the employee clearly stating 
the nature of the complaint, what corrective action is required and by when. It should also state 
that failure to improve will result in further disciplinary action being taken which could result in 
dismissal. The warning should be placed in the employee’s staff file for six months after which time 
all records should be destroyed. The employee has the right to appeal.  
Notice of Dismissal 
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If there is a further recurrence of the disciplinary offence, or if further serious misconduct occurs, 
the panel may decide to dismiss the employee. In these circumstances, the employee should be 
given written notice of termination of employment, which needs to state clearly the reasons for the 
decision. The employee has the right to appeal.  
If the initial disciplinary issue is of a serious nature but does not justify instant dismissal, the panel 
has the right to enter the disciplinary procedure at the written warning stage. 
 
Gross Misconduct 
Cases of Gross Misconduct may result in instant dismissal without notice. In this case the 
employee may be suspended on full pay whilst an investigation is carried out. After the 
investigation a disciplinary meeting should be held. If the complaint is found to be upheld by the 
panel the employee has the right to appeal.  
Examples of Gross Misconduct would be: 
Criminal acts 
Abusive behaviour or ill treatment of children 
Assault 
Malicious damage 
Gross carelessness which threatens the health and safety of others 
Being unfit to work through drugs or alcohol 
Serious breaches of any of Pre-school’s policies and procedures 
 
 
Grievance Procedure 
 
Grievance procedures exist to try to ensure that any concerns or complaints that employees have 
are settled as quickly and fairly as possible. If an employee feels they are being unfairly treated or 
are dissatisfied with the conditions of their employment they must have the opportunity for prompt 
discussion with their immediate line manager. For the manager this would normally be the 
committee chair, for other pre-school staff it would be the manager. If the grievance persists or 
relates to working conditions or is with the management committee itself the employee should 
seek advice from the chairperson, or other officer if the grievance relates to the chairperson, who 
should seek to resolve the matter on the staff member’s behalf. If the matter cannot be resolved 
informally the grievance should be dealt with following three steps. 
Step One 
The employee must put their grievance in writing to the committee, clearly outlining the reasons for 
the grievance. The committee should give the employee full details of their rights under the 
Grievance Procedure, including any relevant timescales. Both parties must be given time to 
consider the complaint prior to the meeting.  
 
 
Step Two 
A meeting must take place between the employee and a panel of not less than three committee 
members, preferably the three officers, unless the grievance relates directly to one of the officers, 
in which case another committee member should be called upon. The employee has the right to 
be accompanied by a friend or colleague or trade union representative, who may speak on their 
behalf. Both sides should state their case, calling witnesses if necessary. The committee members 
should consider their decision in private. At the end of the meeting the committee must inform the 
employee of their decision and that they have the right to appeal. 
Step Three 
If required an appeal meeting will be held. The employee must request an appeal meeting within 
five working days of the grievance hearing. The appeal should be heard by the full committee and 
will take place when all parties have had a reasonable time to consider the complaint. The 
employee or their representative will be given the opportunity to state their case and witnesses for 
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both sides may be called and questioned. The committee should consider the case in private and 
give the employee their decision, which is final. 
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