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Disciplinary Procedure for Volunteers

We will use this procedure to help and encourage all volunteers to achieve and maintain
standards of conduct, attendance and job performance.

The aim is to ensure consistent and fair treatment for all in the organisation and this
procedure applies to all volunteers.

Principles
We will consider informal action, where appropriate, to resolve problems.
We will not take disciplinary action against you until the case has been fully investigated.

For formal action we will advise you of the nature of the complaint against you and we will
give you the opportunity to state your case before any decision is made at a disciplinary
meeting.

We will provide you, where appropriate, with written copies of evidence and relevant witness
statements before a disciplinary meeting.

You have the right to appeal against any disciplinary action.

The Procedure
First stage of formal procedure
This will normally be either:

e an improvement note for unsatisfactory performance if performance does not meet
acceptable standards. or

e a first warning for misconduct if conduct does not meet acceptable standards. This
will be in writing and set out the nature of the misconduct, the change in behaviour
required and the right of appeal.

Final written warning

We might give you a final written warning if:
¢ the offence is sufficiently serious
e there is further misconduct

o there is failure to improve performance while you're still under a prior warning.
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Exclusion or other action

If there is still further misconduct or failure to improve performance the final step in the
procedure may be exclusion from your role with Read With Me.

Gross misconduct

The following list provides some examples of offences which are normally regarded as gross
misconduct:

e theft or fraud

e physical violence

e bullying

e deliberate and serious damage to property

e serious misuse of an organisation’s property or name

e deliberately accessing internet sites containing pornographic, offensive or obscene
material

e serious insubordination

e discrimination, harassment or victimisation

e bringing the organisation into serious disrepute

e causing loss, damage or injury through serious negligence
e a serious breach of health and safety rules

e a serious breach of confidence.

We might consider suspending you while carrying out a disciplinary investigation if there's a
serious issue or situation. Suspension is when we tell you to temporarily stop volunteering.

We will consider each situation carefully before deciding to suspend you. Suspension will not
be needed for most investigations. Suspension does not mean you have done anything
wrong and will not be used to discipline you.

Appeals

If you want to appeal against a disciplinary decision you must do so within 7 days. Either
Linda Cohen, Chief Executive or a Trustee will hear all appeals and their decision is final. At
the appeal any disciplinary penalty imposed will be reviewed.
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