
 

 

GRIEVANCE AND DISCIPLINARY PROCEDURE 

 

1. ABOUT THIS PROCEDURE 

1.1 This procedure applies to all members, volunteers and employees at Thames 

Rowing Club.  It is intended to help maintain standards of conduct and performance and to 

ensure fairness and consistency when dealing with allegations of misconduct or poor 

performance. 

1.2 This procedure may be amended at any time and may be departed from depending 

on the circumstances.  This procedure does not form a part of any employee's contract of 

employment. 

1.3 Most problems can be resolved quickly and informally through discussion.  The most 

appropriate people with whom problems should be discussed are set out below. 

(a) For members, you should discuss problems with your coach, or if is not 

appropriate to discuss matters with the coach, with one of the Deputy Captains or the 

Captain.  

(b) For employees, you should discuss problems with your line manager, who 

will be the Head Coach for all coaches, the Captain for the Head Coach and for 

House employees the Honorary House Secretary.  If it is not appropriate to discuss 

matters with that individual then the matter should be raised with the Chairman of the 

Club.   

(c) For volunteers, you should discuss this with the person to whom you would 

typically receive instructions, e.g. a volunteer coach should discuss matters with the 

Head Coach.  If it is not appropriate to discuss matters with that individual then the 

matter should be raised with the Captain. 

If this does not resolve the problem you should initiate the formal procedure below. 

 

GRIEVANCES – IF YOU NEED TO MAKE A COMPLAINT  

2. STEP 1: RAISING A WRITTEN GRIEVANCE 

2.1 You should put your grievance in writing and submit it to the person identified in 

paragraph 1.3. If your grievance concerns the person to whom you would normally be 

expected to communicate then you may submit it to either the Captain (for rowing related 

matters) or the Honorary House Steward/Secretary (for House related matters).  If you feel 

the matter cannot be raised with any of those persons then you should submit your written 

grievance to the Chairman of the Club. 



2.2 The written grievance should set out the nature of the complaint, including any 

relevant facts, dates, and names of individuals involved so that we can investigate it. 

 

3. STEP 2: MEETING 

3.1 We will arrange a grievance meeting, normally within two weeks of receiving your 

written grievance. You should make every effort to attend.  For rowing related matters the 

meeting will typically include the Captain and such other persons as the Captain considers 

appropriate (typically these might be members of the Rowing Sub-Committee) and for House 

related matters the meeting will include the Honorary House Secretary and such other 

persons as the Honorary House Secretary considers appropriate (typically these might be 

members of the House Sub-Committee).  Normally you will be told who will be attending the 

meeting in advance.  If it is inappropriate for a person to attend the meeting because of their 

involvement with the grievance the Chairman will normally take their place. 

3.2 You may bring a companion to the grievance meeting if you make a reasonable 

request in advance and tell us the name of your chosen companion.  

3.3 We may adjourn the meeting if we need to carry out further investigations, after 

which the meeting will usually be reconvened. 

3.4 We will write to you, usually within one week of the last grievance meeting, to confirm 

our decision and notify you of any further action that we intend to take to resolve the 

grievance. We will also advise you of your right of appeal. 

 

DISCIPLINARY MATTERS – IF A COMPLAINT IS MADE ABOUT YOU 

4. INVESTIGATIONS 

4.1 Before any disciplinary hearing is held, the matter will be investigated. Any meetings 

and discussions as part of an investigation are solely for the purpose of fact-finding and no 

disciplinary action will be taken without a disciplinary hearing. 

4.2 In some cases of alleged misconduct, we may need to suspend you from attending 

the Club or restrict those with whom you interact while we carry out the investigation or 

disciplinary procedure (or both). 

 

5. THE DISCIPLINARY MEETING 

5.1 We will give you written notice of the meeting, including sufficient information about 

the alleged misconduct or, in the case of an employee, poor performance and its possible 

consequences to enable you to prepare. 

5.2 For rowing related matters the meeting will include the Captain and such other 

persons as the Captain considers appropriate (typically these might be members of the 

Rowing Sub-Committee) and for House related matters the meeting will include the 

Honorary House Secretary and such other persons as the Honorary House Secretary 

considers appropriate (typically these might be members of the House Sub-Committee).  

Normally you will be told who will be attending the meeting in advance.   



5.3 You may bring a companion to the disciplinary meeting if you make a reasonable 

request in advance and tell us the name of your chosen companion.  

5.4 You should let us know as early as possible if there are any relevant witnesses you 

would like to attend the hearing or any documents or other evidence you wish to be 

considered and provide copies of them in advance. 

5.5 We will inform you in writing of our decision, usually within one week of the meeting. 

 

6. DISCIPLINARY ACTION  

The penalties for misconduct performance are typically: 

(a) Stage 1: First written or oral warning. Where there are no other active 

written warnings on your disciplinary record, you will usually receive a first written 

warning setting out the conduct that needs to be improved upon and steps required. 

It will usually remain active for six months. 

(b) Stage 2: Final written warning. In case of further misconduct or failure to 

improve where there is an active first warning, you will usually receive a final written 

warning setting out required actions or improvements. This may also be used without 

a first written warning for serious cases of misconduct or poor performance. The 

warning will usually remain active for 12 months.  

(c) Stage 3: Dismissal/Expulsion from the Club or other action. You may be 

dismissed from employment, asked not to continue to provide services to the Club for 

serious misconduct or failure to improve where there is an active final written warning 

on your record, or for any act of gross misconduct or, if you are a Club member the 

disciplinary meeting may recommend to the Committee that you are expelled from 

membership of the Club.  

Examples of gross misconduct are given below (paragraph 7).  

We may consider other sanctions short of dismissal, requesting you not to provide services 

or expulsion from membership including demotion or redeployment to another role, 

suspension from the Club or agreement to an action plan and/or extension of a final written 

warning with a further review period. 

 

7. GROSS MISCONDUCT 

7.1 Gross misconduct will usually result in: for employees, dismissal without warning, 

with no notice or payment in lieu of notice (summary dismissal); for volunteers, a request 

they cease to perform services for the Club; and, for members, expulsion from the Club. 

7.2 The following are examples of matters that are normally regarded as gross 

misconduct: 

(a) theft or fraud; 

(b) physical violence or bullying; 

(c) deliberate and serious damage to property; 

(d) serious insubordination; 



(e) unlawful discrimination or harassment; 

(f) bringing the Club into serious disrepute; 

(g) serious incapability at the Club (as an employee or volunteer) brought on by 

alcohol or illegal drugs; 

(h) causing loss, damage or injury through serious negligence; 

(i) a serious breach of health and safety rules. 

This list is intended as a guide and is not exhaustive. 

 

APPEALS 

8. APPEALS 

8.1 If a grievance or a disciplinary matter has not been resolved to your satisfaction you 

may appeal in writing to the President of the Club, stating your reasons, within one week of 

the date on which the decision was sent or given to you. 

8.2 The President or the President’s nominee (who shall not have been involved in any 

previous meetings on the matter) will hold an appeal meeting, normally within two weeks of 

receiving the appeal. You will have a right to bring a companion (see paragraph 3.2). 

8.3 We will confirm our final decision in writing, usually within one week of the appeal 

hearing. There is no further right of appeal. 

 


