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Introduction
Hart Parish Council normally employs one member of staff, the Clerk. This procedure has been designed to reflect that fact. It is based on the ACAS Code of Practice on Disciplinary and Grievance Procedures 2015 (updated 2024) and complies with the Employment Rights Act 1996.

Principles
1. No disciplinary action will be taken without full investigation.
1. The Clerk will be informed of the nature of the complaint and advised of the right to be accompanied.
1. The Clerk will not be dismissed for a first breach of discipline except in cases of gross misconduct.
1. The Clerk has the right to appeal against any disciplinary penalty.
1. All proceedings will be conducted fairly and without discrimination.

Misconduct
Examples of misconduct (not exhaustive): poor timekeeping, unauthorised absence, failure to follow reasonable instructions, neglect of duties, or minor competence issues.

Gross Misconduct
Examples of gross misconduct (not exhaustive): fraud, theft, dishonesty, deliberate misuse of Council property or funds, falsification of records, serious breach of data protection, fighting, discrimination or harassment, bringing the Council into serious disrepute, or any act of serious insubordination.
Dismissal without notice may apply in cases of gross misconduct following investigation and a hearing.

Informal Action
Minor misconduct will, wherever possible, be addressed informally by the Chairman in a confidential one-to-one meeting with the Clerk. This may result in advice, coaching or an oral warning.

Formal Procedure
Stage 1 – Written Warning: For serious misconduct, or where informal action has not resolved the matter, a Written Warning will be issued. This will normally remain on file for 12 months.
Stage 2 – Final Written Warning: If conduct does not improve, or the misconduct is sufficiently serious, a Final Written Warning will be issued, warning that dismissal will result if there is no satisfactory improvement. This will normally remain on file for 12 months.
Stage 3 – Dismissal or Other Sanction: If conduct remains unsatisfactory, or where Gross Misconduct has occurred, dismissal may result. In cases of Gross Misconduct, dismissal will normally be without notice.

Disciplinary Hearings
The Clerk will be invited in writing to attend a meeting of the Council's Disciplinary and Complaints Sub-Committee. The letter will set out the nature of the allegation. The meeting will normally be held within 5 working days of the letter being sent (where practicable). At the hearing, the Chair of the panel will state the complaint, present evidence, and give the Clerk a full opportunity to respond, present evidence and call witnesses (with advance notice).

Suspension
The Clerk may be suspended on full pay, either to enable investigation to take place or in cases of alleged gross misconduct. Suspension is a neutral act and does not imply guilt.

Appeals
The Clerk has the right of appeal following any stage of the formal procedure. Appeals will be heard by a separate panel of elected members not involved in the original hearing. The decision of the Appeal Panel will be final in the first instance, without prejudice to the Clerk's statutory employment rights.

Right to be Accompanied
Under the Employment Relations Act 1999, the Clerk has the right to be accompanied by a fellow worker or trade union representative at all stages of the formal procedure.

Legislative Framework
1. Employment Rights Act 1996
1. Employment Relations Act 1999
1. Equality Act 2010
1. ACAS Code of Practice on Disciplinary and Grievance Procedures (2015, updated 2024)
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This policy was adopted by resolution of Hart Parish Council. It supersedes all previous versions. The Clerk is responsible for ensuring that this policy is implemented, reviewed annually, and that all staff and councillors are aware of its contents.

Page  of 	Hart Parish Council  |  Confidential – For Internal Use
ca70629310b03718ec30ebcbd68047e4c1b33634.jpg
PARISH COUNCIL




