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HR Advice Service factsheet 8 
Discipline and grievances at work 
 
Introduction 
All employers need a grievance and disciplinary policy adapted for the organisation’s 
management structure. Any policy should be based on the ACAS Code of Practice 
for disciplinary and grievance procedures (updated March 2015). 
 
All employees should be issued with the grievance and disciplinary policy within 
eight weeks of starting their employment, along with the Written Statement of 
Terms and Conditions (the contract of employment). It is advisable that any 
grievance and disciplinary policy does not form part of the contract of employment, 
so that it can be amended as necessary without having to consult staff. 
 
Any policy should have both informal and formal stages. Activating a policy at a 
formal stage should only take place when the informal stage(s) have been exhausted 
or where the issue is so serious that a formal process is the only option.  
 
Good practice principles 
• Ensure all staff are aware of any updates to a grievance and disciplinary policy 

and other policies and procedures relevant to their employment. 
• Always use the informal stage before recourse to formal action, unless the 

matters are sufficiently serious to warrant immediate formal action. 
• Where an informal reprimand or improvement note is issued, this should be 

explained verbally and followed up in writing (whilst making it clear that this is 
not a formal written warning). 

• In the event of commencing a formal process, maintain a written record of each 
stage of the process so that you can evidence how matters have been handled 
and progressed and to ensure the employee is fully aware of both the process to 
be followed and of any outcomes.  

• Always allow staff, if they wish, to be accompanied to formal meetings 
(investigation meetings and hearings) by a workplace colleague or a trades union 
representative. If an organisation has few staff, and the employee doesn’t have a 
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workplace colleague who they want to accompany them, they could be 
accompanied by a friend or family member. You do not have to allow employees 
to bring a legal representative and this is not recommended. 

• Ensure all parties involved understand the need for confidentiality. 
• Ensure witnesses have the opportunity to check and verify any statements in 

written form and understand these may be used as evidence in a grievance or 
disciplinary hearing. 

• Consider obtaining HR and/or legal advice when matters are complex and always 
when considering dismissal as a possible disciplinary outcome. 

• Consider training for managers and trustees in handling grievance and 
disciplinary allegations and investigations. 

 
The formal process  
Conducting an investigation into a grievance or misconduct allegation is a crucial 
precursor to the formal stage of a grievance and a disciplinary procedure. The aim of 
an investigation is to establish the facts before taking any formal action. Where 
matters progress to a grievance or disciplinary hearing, all documentation that 
forms part of the investigation, including all witness statements, must be made 
available to the employee who is the subject of the investigation. 
 
Who should be involved? 
Wherever possible, grievance or disciplinary matters should be dealt with by a line 
or senior manager. The person undertaking the investigation (the ‘Investigating 
Officer’) should not be the same person as the person(s) who will make a decision in 
respect of a grievance or disciplinary matter (at a hearing).  
 
Where Trustees have to be involved it is advisable that the details of the case, and 
the identity of the employee(s) involved, are not made known to the entire Board. 
Matters should be investigated and resolved by the minimum number of people as 
confidentiality of the parties should be maintained as far as reasonably possible. It is 
helpful if a vice or deputy chair of trustees is involved, so that the Chair of the 
Trustee Board is only involved in hearing any Appeal. 
 
Ideally at each stage of a procedure it is advisable to have a manager or trustee who 
has not been involved at an earlier stage; however, in very small organisations it 
may not be possible and in these circumstances this should be explained to the 
employee.  
 
Wherever possible it is best to handle things in-house, and avoid bringing in external 
parties. However, an employer may decide it wishes to use the services of an 



                                                                       
15 Priory Street, York, YO1 6ET 
 Registered Charity No. 225087 
 Company Limited by Guarantee No. 493550 (England)                          Revised:  June 2015  

external HR Consultant, either to undertake an investigation or to give guidance to 
the process, in the following circumstances: a) where managers or trustees don’t 
have experience of conducting investigations; b) where the matters are complex; c) 
in respect to allegations involving the Chief Officer/Chief Executive and/or the Board 
of Trustees. 
 
Handling more than one procedure  
Where an employee raises a grievance in relation to the application of another 
procedure (e.g. discipline, capability or sickness management) then the grievance 
procedure may run concurrently with the other procedure, unless there are 
compelling reasons to halt one procedure until the other procedure has been 
completed. Equally, a disciplinary or grievance procedure does not need to be 
halted indefinitely when the employee is off sick, unless supported by medical 
guidance. Putting a procedure on hold is at the discretion of the employer based on 
the relevant circumstances. However, procedures can become protracted unless 
carefully managed and momentum towards a resolution/outcome is maintained. 
Advice from an external HR Consultant in these situations can be helpful. 
 
A word about disciplinary decisions 
The employer is not obliged to prove ‘beyond all reasonable doubt’ that misconduct 
took place. However, the employer does need to have acted reasonably, followed a 
fair process and have drawn reasonable conclusions based on the evidence at their 
disposal. 
 
 
To find out how York CVS can help with your HR issues, including 
discipline and grievance procedures, please contact Jane Hamilton on 
01904 683803 or email: jane.hamilton@yorkcvs.org.uk 
 
 


