Registering a complaint – Volunteer Grievance Policy

1. If a volunteer feels unhappy about any aspect of his/her involvement, we would hope that, in the first instance they would be able to discuss this with the member of staff concerned.  If this is not possible, then the volunteer should go to the Volunteer Coordinator.  The matter will be discussed informally with that person within 7 working days.  A written record will be kept.  If the complaint is against the VC, the volunteer may apply to any other member of staff to operate this procedure.

2. If the grievance is not resolved and the volunteer feels that they have been unfairly treated, they may apply to the NEAD Trustee* who has been allocated this responsibility within 7 working days. On receipt of notification from the volunteer, this person will arrange a meeting within 14 working days.  A written record will be kept.

3. If the grievance is still not resolved, or the volunteer considers that they have not been fairly treated, they may appeal to the Chair of Trustees* within 7 working days.  On receipt of notification from the volunteer, this person will arrange a meeting within 14 working days.  A written record will be kept and the volunteer will be notified of the decision within one month.  This decision will be binding and forms the final stage of the process.

At all stages and in all discussions a Volunteer may be accompanied by a Volunteer colleague or advocate of their choice.

The names of the trustees responsible for dealing with Stage 2 Grievances and the Chair of Trustees can be obtained by telephoning the NEAD offices – (01603 610993)

Dealing with unsatisfactory performance or conduct – Disciplinary Procedure

This procedure aims to provide a fair, open and straightforward way for action to be taken when Volunteers fail to meet the organisation’s standards of performance, conduct and attendance.

1. In the first instance the VC will establish the facts and consider what line of action is to be taken

2. If VC considers that it is not necessary to resort to a formal warning procedure they will discuss the matter with the Volunteer suggesting areas for improvement.  The discussion will be in private and the Volunteer will be informed that no formal disciplinary action is being taken.

3. If VC considers that it is necessary to invoke the formal warning procedure the Volunteer will be informed.

The following procedures will then apply, but depending upon the seriousness of the shortcomings may be invoked at any level.

1. Normally in the first instance, the Volunteer will be given a verbal warning.  The nature of the shortcomings and the likely consequences of further shortcomings or a failure to improve will be explained to them.  Where appropriate the improvement required and over what period will be specified.  Training will be offered where appropriate.

2. In the case of more serious shortcomings or repetitions of earlier ones the Volunteer will be given a written warning, setting out the precise nature of the shortcomings and containing a statement that any recurrence will lead to the Volunteer being asked to leave.

3. In the case of gross misconduct or where no improvement is made after the other stages have been exhausted a Volunteer will be asked to leave the organisation.

At every stage the Volunteer will be given the opportunity to state their case and may be accompanied by a Volunteer colleague or advocate at each interview. A written statement signed by both parties will be kept after each interview.  Volunteers have the right to appeal against a written warning and this should be done through the grievance procedure.

The following list gives examples of the situations that would normally lead to disciplinary action being taken:

Poor performance, unpunctuality, persistent non-attendance, smoking in non-smoking areas, damage to property, injury to others, failure to comply with health and safety instructions, misuse of alcohol or drugs, violence, theft, dishonesty, failure to comply with the organisation’s equal opportunities policies, behaviour which is detrimental to the work of the organisation.

Date 22 April 2002    Revised and amended 2007
PAGE  
1

