Volunteer Grievance and Disciplinary Policy and Procedure

This document outlines Volunteer Centre Edinburgh’s: 

· Volunteer Grievance Procedure: Informal Procedure, Formal Procedure

· Volunteer Disciplinary Procedure: Informal Procedure, Formal Procedure

Volunteer Grievance Procedure

Volunteer Centre Edinburgh aims to create a constructive atmosphere in which volunteers feel comfortable at work, and have a positive relationship to other volunteers and staff.  It is important that volunteers feel that their rights and responsibilities are respected.  We also hope that volunteers will feel comfortable about both querying things they’re not sure about and challenging things they find unacceptable.
Informal Procedure

Complaints where possible should be dealt with informally by discussion between:

· The volunteers concerned, or

· The complainant and their volunteer support worker

Such informal discussions will not be officially recorded and it will be clear that they do not form part of the official or formal grievance procedure. 
Formal Procedure

The formal grievance procedure for volunteers is based on the process that also applies to any staff member at VCE who wishes to raise a grievance.  It aims to provide an open and fair way for volunteers or employees to make known their problems and enable grievances to be resolved quickly and before they escalate into major problems.
Support

At any stage during this process the complainant can seek support from their volunteer support worker or the Deputy Director.  This might be to
· Listen and offer moral support

· Explain the procedure

· Help identify the options open to the complainant

· Help draft a letter

The Procedure

Stage One:
If a volunteer feels that the matter causing concern has not been resolved through informal discussions, they should put the complaint in writing to their volunteer support worker.  If the complaint involves the volunteer’s support the complaint should be put in writing to the Deputy Director. 

A meeting will be held between the volunteer and their support worker (or other appropriate person) to respond to the complaints raised.  The meeting will be an opportunity for the volunteer to explain their complaints and share how they would like them to be addressed.  The volunteer has a right to be accompanied to the meeting by another volunteer or employee of VCE.

Following the meeting, the volunteer support worker (or other appropriate person) will give a written response within 5 working days of the meeting outlining how the complaint(s) will be responded to.  If the complaint is against a member of staff or another volunteer or requires further investigation, the volunteer support worker (or other appropriate person) will need to carry out further meetings or investigations.  In this case, the 5 working days limit above, may need to be extended.  The response will follow this meeting and include a reference to the right of appeal.

Stage two:

If the volunteer feels the issue has still not been resolved satisfactorily, the volunteer must raise the matter, in writing, with the Director.  The Director will invite the volunteer to a meeting where they can discuss the matter and establish how best to resolve the situation.  The volunteer has a right to be accompanied to the meeting by another volunteer or employee of VCE. 

Following the meeting, the Director will give a written response within 5 working days of the meeting outlining how the complaint will be responded to.  If the complaint is against a member of staff or another volunteer, or requires further investigation, the Director will need to carry our further meetings or investigations.  In this case, the 5 working days limit above, may need to be extended.  The response will follow this meeting and include a reference to the right of appeal. 


Right of Appeal

If the volunteer wishes to appeal against any grievance decision, they must appeal, in writing within five working days of the decision being communicated to them to the Board of Directors.  The Board will convene an Appeals Sub-committee as soon as is practicable to hear the appeal and the volunteer will be invited to a meeting with the Appeals Sub committee.  The volunteer will have the right to be accompanied to the appeal meeting by another volunteer or employee of VCE. 

The Appeals sub committee’s decision will be final. 

Volunteer Disciplinary Procedure
Informal Procedure
It is recognised that it is very rare that volunteers behaviour will result in disciplinary action and that most instances of inappropriate behaviour will be of minor or passing nature which can be dealt with orally and informally.  It’s also recognised that instances may indicate that there is a need for the volunteer to undertake training and the volunteer centre is committed to continually developing volunteers to ensure that they are equipped with the knowledge and skills needed to perform their task well and appropriately. 

If any volunteer has a problem with the way another volunteer is behaving or actions taken by them they should speak to them or ask their Volunteer Support Worker to do so. 
Formal Procedure
At any stage during this process the volunteer can seek support from their volunteer support worker or the Deputy Director.  This might be to

· Listen and offer moral support

· Explain the procedure

· Help identify the options open to the complainant

· Help draft a letter
If informal proceedings do not result in the desired behaviour change or the initial incident is very serious, a written report setting out the nature of the alleged incident or offence will be made to the Deputy Director.  Serious incidents might involve for example violent behaviour, theft or vandalism. 
Within 10 days of receiving the report the Deputy Director will arrange an interview with the volunteer concerned, who may be accompanied to the meeting by another volunteer or employee of VCE. The volunteer support worker and the Deputy Director will carry out the meeting. The Volunteer Support Worker and Deputy Director will investigate the allegation at the meeting and hear the volunteer’s response.  
Following the meeting the volunteer will be informed in writing within 5 days of any action that will be taken. The Deputy Director, where appropriate, may suspend a volunteer pending the arranged meeting.
Appeal Procedure
If the volunteer is dissatisfied with the decision taken as a result of disciplinary action he or she can approach the Director who will hear the volunteers appeal at a second meeting. The Directors decision is final. 

