Policy 007 – Disciplinary Procedure
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It may be necessary during the event for managers to deal with matters of discipline involving volunteers. Issues may arise which vary from minor disciplinary issues to incidents of serious misconduct.

This policy can be applied to: 

•  Employees of the Organisation

•  Volunteers 

•  Other staff working directly for the host organisation / event

Exclusions:

The policy should not be applied to contractor staff i.e. individuals employed by a separate business entity engaged to provide services to the host organisation / event organisers. Where there is a disciplinary issue in connection with contractor staff, the Contractor should be contacted. 

The disciplinary procedure is a necessity and will be used for the following breaches:

Examples of Minor Disciplinary Issues 
•  Conduct that could endanger the health and safety of an individual volunteer, other Volunteers or   

   members of the general public

•  Leaving the place of volunteering without informing the relevant supervisor, or the Volunteer 
   Management team

•  Non-attendance to your first day/shift, without calling ahead with a legitimate reason

•  Non-attendance to any day/shift, or part thereof without informing the organisation

•  Breach of the Code of Conduct
•  Disclosure of confidential information relating to the organisation, any of its volunteers or staff to any 
   external persons or bodies without authorisation to do so from the volunteering coordinator or 
   Volunteer Centre Manchester

•  The provision of false personal information, or failure to disclose information relevant to his/her 
   voluntary engagement (e.g. criminal record disclosure or conflict of interest)

•  Use of abusive or offensive language or behaviour

•  Bullying or harassment

•  Behaviour that might damage the reputation of the organisation or Volunteer Centre Manchester

•  Undermining the service by making defamatory remarks about the programme, staff or experiences to 
   outside partners. If volunteers wish to make a complaint please do so using the correct procedure 
   (detailed in the Grievance Policy)

•  Taking or exploiting equipment and facilites from an organisation

Examples of Serious Disciplinary Issues 
The following are examples of issues considered to be serious disciplinary offences: 

•  Theft 

•  Threatened or actual assault 

•  Fraudulent or corrupt activity 

Serious disciplinary issues, such as those described above, could result in the individual’s services being terminated.
This list is by no means exhaustive and other acts of misconduct will be considered. In any cases of misconduct the Supervisor/Team Leader or Manager’s decision is final.  Any misconduct action is carried out through a series of steps:


 Dealing with Disciplinary Offences 
STEP 1

The volunteer in breach of the Code of Conduct will sent to the Supervisor, Team Leader or Manager (or Volunteer Centre Manchester).  Depending on the nature of the breach, the Volunteer will be issued with a verbal warning or suspended pending an investigation.  This will be attached to their record on the volunteer database.  If there are additional breaches of the disciplinary code, action will be taken to the next step.

STEP 2

The volunteer will be sent a written warning and asked to attend a meeting with the Supervisor, Manager or Volunteer Centre Manger.  The volunteer in question can bring a friend or representative with them to the meeting for advice and support.  

The purpose of the meeting is for the volunteer facing the written warning to put their case across.  We will respond within five working days with a decision regarding any action that may be taken and this will be explained in a letter to the volunteer.

STEP 3

What happens after a written warning?

If a volunteer wishes to appeal they must write to the Senior Management Team or Board Member, explaining their intention within 14 working days of receiving the written decision letter.

NB: Should it be necessary to terminate the services of a volunteer, it will be necessary for the individual to return items which belong to the organisation or Volunteer Centre Manchester before leaving the organisation.  In certain situations (e.g. theft, malicious damage, fraud, falsifying information) it will be necessary to involve relevant external agencies (e.g. police, border control, immigration). The Supervisor, Manager or Volunteer Centre Manager will advise partners of any termination of service and arrange a suitable replacement volunteer. 
Note:  All matters of discipline should be treated confidentially and information should only be shared on a need to know basis. Anyone found breaching confidentiality will face disciplinary action.  Managers should note any instances of disciplinary offences on appropriate documentation which should be forwarded to the appropriate Supervisor, Team Leader, Manager or Volunteer Centre Manager. 

The information in this sheet is for guidance only and is not a substitute for professional advice.  If you would like to discuss any part of this document, please contact us on: 

Volunteer Centre Manchester

Tel:      0161 834 9823

Skype: 
Email:  info@volunteercentremanchester.co.uk
Post:   VCM, c/o Macc, 3rd Floor, Swan Buildings, 20 Swan Street, Manchester, M4 5JW
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