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Termination of Employment Procedure

The following procedures relate to ‘dismissals’ which are not the consequence of actions taken following the Disciplinary Procedure.

In Community Action Northumberland (CAN) the term ‘dismissal’ is a legal term and should not be taken to imply that a staff member’s employment is terminated for misconduct. 

Situations of termination which fall under this heading include:

· End of fixed term contracts (including maternity cover)

· Retirements

· Redundancies
· Compromise Agreement for termination of employment
· End of secondments

· End of acting up or temporary increased responsibility posts.

In these situations CAN will:

· Advise an employee in writing of the reason and circumstances as to why ‘dismissal’ action is contemplated
· Advise employees of redundancy terms and conditions in place at the time of this action
· Invite the employee to attend a meeting to discuss the situation. The employee will be given at least 3 days’ notice of the meeting to enable them to consider their response before the meeting

· The employee may be accompanied to the meeting by a Trade Union representative or a work colleague

· After the meeting, the Manager
 will inform the employee of the outcome

· The employee will have a right of appeal and if the employee wishes to appeal they should inform the relevant person within 5 days of the date of the meeting
· Three trustees will be identified as the Appeals Committee and will distance themselves from further discussions on the issues so they can act as a formal appeals panel
· The employee will then be invited to an appeal meeting

· The employee may be accompanied at the appeal meeting by a Trade Union representative or a work colleague

· After the meeting, the Manager1 will inform the employee of the final decision.

The employee must take all reasonable steps to attend any meetings arranged under this Procedure.

�The Manager means Director or committee of Trustees, depending on the circumstances.. 
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