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1. Purpose of this Policy
The purpose of this policy is to ensure that grievances and issues of conduct, capability, or
attendance are handled fairly, consistently, and transparently, while maintaining appropriate

standards of behaviour and supporting positive working relationships within Norfolk

Archaeological Trust.

2. Scope and General Principles

2.1 This policy applies to all employees of Norfolk Archaeological Trust, including those on

fixed-term or part-time contracts.

2.2 The Trust aims to deal with issues promptly, fairly, and proportionately, following the

principles of natural justice.
2.3 Wherever possible, matters will be resolved informally before formal procedures are invoked.

2.4 Employees have the right to be accompanied at formal disciplinary or grievance meetings by

a workplace colleague or a trade union representative.
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3. Grievance Procedure

A grievance is a concern, problem, or complaint that an employee wishes to raise in relation to

their employment.

Informal Resolution
3.1 Employees are encouraged, where appropriate, to raise concerns informally with the Chair or

Director with a view to resolving the matter quickly and amicably.

Formal Grievance
3.2 If the matter cannot be resolved informally, the employee should submit a formal grievance in
writing to the Chair of the Trust.

3.3 If the grievance concerns the Chair, it should be submitted to another member of Council.
3.4 The Chair or another member of the Council will deal with the grievance. A meeting will
normally be arranged within a reasonable timeframe to discuss the grievance. The employee will
have the opportunity to explain their concerns. The employee may be accompanied at the
meeting by a fellow employee of their choice or a trade union official.

3.5 Following consideration, the Trust will provide a written response outlining the outcome.
Appeal

3.6 If the employee is dissatisfied with the outcome, they may appeal in writing within 7 calendar
days of receiving the decision. The appeal should be addressed to the Chair or other person who

dealt with grievance and should set out the grounds of the appeal. Appeals will be considered by

the Council, where possible involving members not previously involved in the matter.

4. Disciplinary Procedure

4.1 The disciplinary procedure is designed to ensure that issues of conduct, capability, or

attendance are treated fairly and consistently.
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4.2 No disciplinary action will be taken without a reasonable investigation into the facts of the

case.

4.3 The Trust may adapt this procedure where appropriate, provided any changes are reasonable

and do not compromise fairness.

4.4 Records of disciplinary action will be kept securely. Employees may request access to records

relating to them.

5. Categories of Disciplinary Issues

Disciplinary issues fall into the following categories:
e Misconduct
e Gross misconduct
e Capability (performance)
e Unsatisfactory sickness or attendance record

The examples given below are illustrative and not exhaustive.

6. Investigation and Suspension

6.1 Where necessary, the Trust will carry out an investigation before deciding whether disciplinary

proceedings are required.

6.2 In some cases, an employee may be suspended on full pay while an investigation takes place.

Suspension is a neutral act and does not imply guilt.

6.3 Any suspension will be confirmed in writing.
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7. Disciplinary Hearings

7.1 If a disciplinary hearing is required, the employee will normally be given at least two working

days’ notice of the hearing and details of the allegations.

7.2 At the hearing, the employee will have the opportunity to respond to the allegations and
present their case.

7.3 A disciplinary decision will not be taken without a hearing, although a hearing may proceed in
the employee’s absence if they unreasonably fail to attend or if there would otherwise be undue

delay.

7.4 The employee may be accompanied at the meeting by a fellow employee of their choice or a

trade union official.

8. Misconduct

Examples of Misconduct include:

Unauthorised absence

Minor breaches of Trust rules or procedures
Minor failure to follow reasonable instructions
Procedure

Depending on the circumstances, the following stages may apply. Where appropriate the Trust

may decide that the matter is so serious that it should proceed straight to a Final Warning.:

First Warning
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A first warning may be issued by the Chair, orally or in writing. Any verbal warning will be
confirmed in writing and recorded.

Final Warning

A final written warning will state that further misconduct may result in dismissal.

Dismissal

Dismissal will be confirmed in writing.

9. Gross Misconduct

Examples of Gross Misconduct include:

Abusive, bullying, or threatening behaviour

Serious or deliberate damage to Trust property

Falsification of records or expense claims

Deliberate refusal to carry out reasonable duties or to follow reasonable instructions
Violent, dangerous, or intimidatory conduct

Sexual, racial, or other unlawful discrimination or harassment

Bringing the Trust into disrepute.

Theft.

Unauthorised use of Trust property or resources for personal purposes.

Procedure
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9.1 Gross misconduct may result in summary dismissal without notice or payment in lieu of
notice.

9.2 The decision will be confirmed in writing, and the employee will have the right of appeal.

10. Capability (Performance)

Examples of Capability Issues:

Poor performance

Incompetence or lack of skill

Unsuitability for role

Procedure

10.1 The Trust will normally provide support, guidance, and a reasonable opportunity to improve.
First Warning

A written warning specifying the required improvement and review period. This may be

accompanied by the provision of training or other support.
Final Warning

A written warning stating that failure to improve may lead to dismissal. This may be accompanied

by the provision of training or other support.

Dismissal

Dismissal will be confirmed in writing.
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11. Unsatisfactory Sickness or Attendance

Unsatisfactory attendance may include:
Long-term absence due to illness or injury
Frequent short-term absences

11.1 The Trust may seek medical advice to better understand the employee’s condition and
prospects for return to work. This may include requiring the employee to co-operate with a

request to be examined by an independent medical practitioner.

11.2 The Trust will consider its obligations under equality legislation and will consider reasonable

adjustments where appropriate.

11.3 Following appropriate review, action may include:

Monitoring attendance over an agreed period

Issuing warnings where appropriate

Dismissal on notice where the Trust concludes that continued employment is not practicable

11.4 Any decision to dismiss will be confirmed in writing.

12. Appeals

12.1 Employees have the right to appeal against any formal disciplinary action, including

dismissal.

12.2 Appeals must be submitted in writing within 7 calendar days of the decision, stating the

grounds for appeal. The appeal should be addressed to the Chair.

12.3 Appeals will normally be heard by the Council or by members not previously involved, where

practicable.
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13. Duration of Warnings

13.1 Subject to satisfactory conduct or performance, formal warnings will normally be

disregarded after two years.

Version Control

Version Date Author Summary of Changes

Full policy rewrite to update modernises the policy written in

Aoril Natalie 2019, improves clarity and fairness in grievance and

ri

4 2526 Butler/Owen disciplinary processes, and clearly distinguishes between
Warnock employee and volunteer arrangements.
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