	

Managing Grievance & Discipline
A One Day Workshop



	Objectives:
	The aim of this workshop is provide delegates with the skills and knowledge required to effectively manage grievance and disciplinary situations in a primary care work setting. The workshop will focus on the practical steps managers should take when faced with a situation and the techniques required to resolve the problem without damage to the employment relationship.

	9.30
	Coffee

	09.45
	Welcome, Introductions and Objectives

Grievance and discipline at work – motivation and performance

The legal requirements – your policies and protocols

· Ensuring effective performance and good relationships

Communicating these to employees

	11.00
	Coffee

	11:15
	Grievances at work

Having a procedure and code of conduct

Handling grievances  through your procedure

	12.45
	Lunch

	13.45
	The ACAS code of conduct on discipline at work

The disciplinary procedure – steps and stages

· Misconduct and poor performance

· Gross misconduct

Suspension and dismissal

	15.00
	Tea

	15.15
	Disciplinary meetings

Preparing statements and evidence

Conflict handling strategies

Following through decisions

	16.15
	Questions and close
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