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Disciplinary and Grievance Policy for Staff and Volunteers

NAME AND ADDRESS OF THE GURDWARA

Registered Charity Number XXXX








The aim of this policy is to communicate the commitment of the trustees to the promotion of the Disciplinary and Grievance policy at NAME OF THE GURDWARA and the hereinafter referred to as the XXXX.


XXXX align their principles and code of conduct on religious matters in line with Rehat Maryada.


















1. Introduction

1.1 These procedures apply to both employees and volunteers of XXXX. These procedures have been put in place to protect the interests of volunteers, employees and the Sabha and to ensure that everyone is treated fairly 

1.2 The existence of these procedures does not indicate any contract of employment with volunteers, as there is none. 

2. Grievance Procedure:

2.1 If a volunteer or employee has a grievance they have been unable to resolve they should in the first instance raise the matter orally with the XXXX General Secretary. The XXXX General Secretary should respond orally within 2 weeks of the matter being raised.

2.2 If the volunteer or employee is unhappy with the response from the XXXX General Secretary they should raise the grievance again with the XXXX General Secretary in writing. This should be done within 2 weeks of the XXXX General Secretary initial response.  They should respond both orally and in writing within 2 weeks of receiving the written grievance

2.3 If the volunteer or employee is still unhappy with the written response they may appeal to the management committee who will normally appoint a three person panel to hear the appeal. The appeal should be made in person and the volunteer or employee may nominate a colleague to accompany and support them. The appeal should be arranged within 2 weeks and no more than one week should pass before the appeal panel advises of its decision which will be final. This doesn’t affect any statutory rights that an employee may have to take the matter further.

2.4 Where the person raising the grievance is the XXXX General Secretary items 2 and 3 above are amended in that the XXXX General Secretary will raise the matter with the Chair of the management committee. If the matter then goes to appeal the panel shall comprise three management committee members but not including the Chairman. (Chairman manages the sub-committee).

3. Disciplinary Procedure

3.1 Where a matter requiring possible disciplinary action arises the XXXX General Secretary should arrange a meeting with the volunteer or employee to discuss and hopefully resolve the matter.

3.2 If the volunteer or employee is unhappy with the outcome of stage 1 above they should inform the XXXX General Secretary in writing and stating their reasons. This should be done within 2 weeks of the initial meeting. The XXXX General Secretary should arrange a further meeting within 2 weeks at which both the XXXX General Secretary and the volunteer or employee may be accompanied by a colleague. The outcome of this meeting should be recorded in writing and provided within 2 weeks of the meeting.

3.3 If the volunteer or employee remains unhappy with the outcome of stage 2 above they may appeal to the management committee who will normally appoint a three person panel to hear the appeal. The volunteer or employee may be accompanied by a colleague to support their appeal. The appeal should be heard within two weeks and the outcome advised within a week of the appeal hearing. The outcome of this appeal meeting will be final. This doesn’t affect any statutory rights that an employee may have to take the matter further.

3.4 Where the person being disciplined is the volunteer the disciplinary process outlined in items 1 and 2 above will be carried out by the Chair of the management committee. If the matter then goes to appeal the panel shall comprise three management committee members but not including the Chairperson.

3.5 Disciplinary action may take various forms from oral warning, written warning, final warning, a period of suspension and/or departure from the XXXX as a volunteer or employee. For minor and less serious matters first instances should be covered by an oral warning, and then followed by a written warning if there is a repeat and a final warning if there are yet further repeats. After a final warning the next step would usually be dismissal for an employee or a volunteer ceasing to work at XXXX.

3.6 Where a serious breach of discipline has occurred it may be necessary to proceed immediately to a suspension (for example, while further investigation takes place) or in extreme cases instant dismissal. In any event the employee or volunteer will have a right of appeal.
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CONTACT DETAILS

Name of the Gurdwara / Organisation 




COPYRIGHT

This publication is the copyright of Siri Guru Singh Sabha Croydon, registered charity no. 282163 registered in England. We want our resources to have the maximum impact, therefore you are welcome to reproduce or otherwise distribute this material in whole or part. We simply ask two things: (1) there must be no use for commercial gain, and (2) SGSS is clearly acknowledged with the following wording “Reproduced with permission from SGSS. www.croydongurdwara.co.uk”. If extracts are to be used in another context, permission should be sought in advance by emailing
General.secretary@croydongurdwara.co.uk or by telephone 020 86888155. Thank you.

DISCLAIMER

Whilst every care has been taken in the preparation of this material, Name of your Gurdwara cannot be responsible for action taken or refrained from in reliance thereon. It is recommended that appropriate professional advice be sought in each relevant individual circumstance.
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