Purpose and scope of these procedures
These procedures are designed to help and encourage all STAR sar team members to achieve and maintain standards of conduct, attendance and performance in accordance with STAR sar team code of practice.

The aim is to ensure consistent and fair treatment for all members.

STAR SAR team strives to ensure it provides for the equal opportunities in all of its policies and procedures.

These procedures are based on disciplinary and grievance procedures published by ACAS.

Disciplinary procedures and rules.

Disciplinary policy

It is the appreciated that, in general, conduct and performance of members is of a high and acceptable standard. 

However in order to promote and maintain good working relationships, it is essential to have clear and simple rules laid down for dealing with those cases of misconduct, and unsatisfactory performance that may arise from time to time.

General conduct

All members are required to 

· Observe STAR sar team code of practice 

· Observe STAR sar team policies and procedures

· Conduct themselves in a manner consistent with proper performance of their duties and the maintenance of good working relationships

· Treat all members with respect

· Observe all health and safety regulations

This list is not exhaustive but should be used as guidance on acceptable conduct.

Failure to observe the above rules may represent misconduct and render the member liable to disciplinary action.

Principles

· No disciplinary action may be taken against a member until the case has been fully investigated.

· At every stage in the procedure, the member will be advised of the nature of the complaint against them, and will be given the opportunity to state their case before any decision is made.
· At all stages, the member will have the right to have a representative during the disciplinary interview.

· No member will be dismissed for a first breach of discipline except in the case of gross misconduct, when the penalty would normally be dismissal without notice.
· A member shall have the right of appeal against any disciplinary penalty imposed.

· The procedure may be entered at any stage if the member’s alleged misconduct warrants such action.

Gross misconduct

The following are examples of behaviour STAR SAR team regards as gross misconduct and which may lead to summary dismissal – dismissal without notice

· Theft

· Dishonesty

· Possession/use of illicit drugs or alcohol on duty

· Threats or acts of violence against members

· Bullying or harassment

· Bringing Cheshire sar team into disrepute

· Serious breach of confidence (public interest disclosure act 1988)

· Serious infringement of health and safety rules
This list is not exhaustive and does not preclude STAR SAR team taking action to dismiss or discipline a member for other reasons of gross misconduct not stated here.

Disciplinary procedure

Any shortcomings in the performance/conduct or attitude of a member will be brought to their attention in informal discussions about the problem, between the member and a member of the executive team. The objective will be to remedy the situation and resolve the problem in a specified time period. The management committee must ensure the member is aware of the nature of unsatisfactory performance, misconduct or inappropriate attitude and the action required to correct matters. The management team will keep brief notes of the meeting for their records.
If there is no improvement in the situation following the informal meeting, or a case of more serious misconduct takes place the following more formal procedure must be followed.

Procedure for offences other than gross misconduct.
Stage 1- oral warning

If conduct or performance is not acceptable the member will be given a formal oral warning by the executive team. The member will be given the reason for the warning in writing and advised of their right of appeal.

A note of the warning will be kept on record but will be spent after 6 months, subject to satisfactory conduct and performance.

Stage 2 – first written warning

If the offence is serious or occurs after a formal oral warning, a firs written warning will be given.

This will detail the complaint, improvement required, and time scale.
It will warn that any action under stage 3 of the procedure will be considered if there

Is no satisfactory improvement, it will advise of right of appeal.

A copy of the warning will be kept on file for 12 months and will be disregarded for disciplinary purposes if there is satisfactory improvement.

Stage 3 final written warning

If there is still no improvement and there is sufficient grounds to warrant only one final written warning, but insufficient grounds to justify dismissal under gross misconduct criteria, a final written warning will be given to the member by the executive team. This will give details of the complaint, advise that dismissal will arise if no improvement and advise of right of appeal, a copy of this warning will be kept on file for 18 months (or longer) and be disregarded after that time, subject to satisfactory conduct and performance.

Stage 4 dismissal

If conduct or performance is still unsatisfactory, and the member still fails to achieve the required standard, dismissal will occur. The executive team can take this action. The member will be provided with the reason why this has occurred and their right of appeal.

Prior to disciplinary hearing
A full investigation will be carried out prior to the hearing.

This will be carried out by the executive team panel of 3 members; the investigatory panel will not form part of the disciplinary hearing panel.

The lead investigatory member will attend the hearing to present the facts of the investigation. 

· A member may be suspended for a period of time to allow investigation, usually this will be for 14 days, but an extension may be given in exceptional circumstances. Suspension is not a punishment and does not imply guilt.

· The member will be informed in writing, the allegation and date/location for the disciplinary hearing, they will be allowed a representative and they can call on witnesses in their defence.

· The member must provide the name of their representative/ witnesses at least 24 hours in advance.

· All documentation will be made available to both parties prior to the hearing.

Disciplinary hearing.
The hearing panel will be held by the chairman and 2 others.

Once all of the facts are heard and mitigating circumstances listened to the panel will decide to take the appropriate action from the following
· No action

· Formal verbal warning

· Formal written

· Final written

· Dismissal

· Summary dismissal
The member will be informed of the outcome of the hearing in writing as soon a possible.

They will be advised of their right to appeal in accordance with the appeals procedure including whom the appeal should be logged with.

If sanction is imposed it will remain active for the following time period

Formal verbal – 6 months

First written – 12 months

Final written – 18 months

Records of warning will be placed on file for the allocated time frame, on successful improvement members will be notified the warning is now disregarded.

If the improvement is not reached after the final written warning, the member is liable for dismissal.
Suspension

You may be suspended at any stage in circumstances where:

The action complained of requires immediate removal of the member, pending a decision on a disciplinary action to be taken.

The action requires investigation or necessitates the member to be removed immediately.

Appeal.

A member who wishes to appeal will inform the chairman in writing within 5 days a panel will be formed of neutral members.

An opportunity will be given for the member to state why the appeal is made, the original hearing chairman will be available to explain the original decision.

The hearing is not to repeat the investigation of the original hearing, it is to provide focus on matters the member feels where not addressed at the original hearing.

Records

Once all proceedings are concluded all copies of documentation will be given to the secretary of STAR SAR team and will remain on file for the specified time frame of any sanctions.

Grievance procedures and rules
STAR srt strive to ensure it provides equality in al policies and procedures and areas of work

The term “grievance” is used to cover areas in member relations where discussion is initiated at member level.

All members have the right to express their grievance and the following steps will aid you to do so.

The grievance procedure will enable the team to deal with any grievance as soon as possible.

If any member has concerns, many approaches can be dealt with informally before resorting to the formal procedure.

It is intended that grievances are dealt with at the earliest following stage.
1 The member raises the grievance within 14 days after the event. This may be done verbally but may be requested to place in writing the grievance. The executive team will aim to resolve the grievance within 14 days, if this has not occurred within 28 days stage 2 can be utilised
2 if the grievance is not resolved or the executive team has not responded the member must place in writing a request for resolution. The chairman will endeavour to resolve the grievance within 14 days and give a written reply to the member. If this has not been resolved successfully the member can move to stage 3.

3 appeal 

A member who wishes to appeal should inform the alsar chairman within 5 days.

A panel may be formed to hear areas not thought to have been considered adequately.

The team chairman will be present to explain the original verdict.

