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SCHEDULE A

Disciplinary and Grievance Procedures

APPENDIX I

Disciplinary Procedure

The 1975 Employment Protection Act requires companies to ensure that employees are fully aware of procedures with regard to job security.

Industrial misdemeanours and cases of poor performance will be handled within the procedure outlined below.  This procedure covers all matters of general misconduct.  Cases of gross misconduct, and involvement in criminal activity in connection with the Company or its staff, will warrant immediate dismissal with loss of contractual notice entitlement.

The first eleven months of employment will be considered a development period, during with time only one warning, confirmed in writing, need be given prior to dismissal taking place.  The duration of the warning will depend on individual circumstances.

After eleven months employment, the following procedure will apply: -
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Area Manager





Retail Manager

It should be noted that there is flexibility to start the process at any stage within the procedure, should the nature and seriousness of the offence warrant such an action.

The Manager will keep the Personnel Department informed of all stages of the procedure.

The Manager should inform the employee that the disciplinary procedure is being used, stage reached, reason for such action, action now required by employee and by when.

As the primary function of the disciplinary action is seen as a means of encouraging improvement, if the employee is not cautioned again for a period of one year, all existing warnings shall be removed from the record.

Every employee has the right to appeal to any disciplinary action.  This must be done in writing within 3 working days of receiving written confirmation. 

A Senior Manager, or the Human Resources Manager, as appropriate, will conduct an appeal hearing as soon as possible thereafter at which you will be given an opportunity to state your case and will be entitled to be accompanied by a fellow employee of your choice.  The decision of the Senior Manager, Personnel Director, as appropriate, will be notified to you in writing and will be final and binding.

APPENDIX 11

Grievance Procedure

If you have any grievance relating to your employment you should raise the matter initially with your Supervisor.  You may be required to put any such grievance in writing.

Having enquired into your grievance your Supervisor will discuss it with you and will notify you of his decision.

If the decision of your Supervisor is not acceptable you may then refer the matter in writing to your Manager whose decision will be final and binding.

When stating grievances a fellow employee of your choice may accompany you.

If you believe that you are being sexually or racially harassed of the victim of some other form of harassment or unlawful discrimination, you should report any incident(s) to your Supervisor/Manager who will investigate.   
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