CUMAS NEW ROSS

BUTLERSLAND INDUSTRIAL ESTATE, NEW ROSS, CO WEXFORD

GRIEVANCE AND DISCIPLINE PROCEDURES

Needed?   Already contained in the Employee Handbook.

Grievance Procedure

Employees of the company have the right to a hearing on any matter relating to their employment which they consider to be a genuine grievance.  The following stages are recommended to all employees as a way of settling disputes and grievances as fairly as possible:

· Approach the Centre Manager to explain the difficulty/situation.

· If not satisfied with the result at this level or the circumstances make the first step impracticable, she/he may approach the Board of Directors.

Discipline Procedure

Prior to the initiation of the disciplinary procedure, the employee will normally be counselled about the issue that is causing difficulty.  The following procedures are designed to help not punish the employee, and should ensure fair treatment for those who become liable for disciplinary action for failure to meet the standards of the Company with regard to conduct, attendance, job performance and compliance with rules, regulations or instructions:

1.
Verbal Warning

A Verbal Warning may be made, specifying the area of infringement of standards, by the immediate supervisor.  The employee will be advised of the improvement necessary in the required timescale.  A colleague may be present if desired by the employee.

2.
Written Warning

A repetition of failure to meet the required standards will justify a Written Warning from the immediate superior, specifying under what general heading of ‘Motives for Disciplinary Action’ the failure has occurred or elaborating the exact misconduct.  The employee will be advised of the improvement necessary in the specific timescale, and the consequences to which the employee will be liable for the subsequent failure to reach the required standard.  A colleague may be present if desired by the employee.

3.
Final Written Warning and Suspension

Further repetition of failure to meet the required standard will justify a Final Written Warning.  If an investigation is required at this stage the employee may be suspended with pay pending the outcome of the investigation.  Normal protocol regarding improvement in a given timescale and representation will apply.

4.
Dismissal

Further repetition of failure to meet the required standard will result in dismissal from the Company.  A colleague may be present if desired by the employee.

5.
Appeals Procedure

An employee has the right of appeal to the Board of Directors at any stage of the Discipline Procedure from Verbal Warning onwards.  The appeal must be made in writing within 7 days of the warning being given, stating the reasons or circumstances why the decision is considered unfair or unwarranted.  The Board will consider the appeal, interview the employee and advise her/him of their decision.  In the appeal process a warning can be reduced or cancelled but not increased.

Motives For Disciplinary Action

Disciplinary action may be invoked due to:

· Persistent lateness or unauthorised absence.

· Poor work performance, incompetence or non-fulfilment of duties.

· Non-compliance with Company rules, regulations or instructions.

· Any other misconduct.

Examples of serious misconduct (not a definitive list) for which an employee may be summarily dismissed without recourse to stages 1 to 4 of the Discipline Procedure are:

· Serious insubordination e.g. failure or refusal to perform work assigned.

· Falsifying Company records.

· Deliberate damage to Company property or that of another employee.

· Theft or fraud.

· Breach of trust between the employee and the Company.

· Immoral or indecent conduct.

· Breach of confidentiality and contempt or disrespect towards trainees.

In cases when the Company considers that summary dismissal may be warranted, the employee will be suspended with pay in order to facilitate a full investigation of the particular case, and to allow him/her to prepare for the hearing prior to any necessary disciplinary action.

