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Question 1

i. There are several causes of grievances that may occur

· Economic – wage fixation, overtime, bonus etc

· Work Environment – this is when the physical conditions of work are poor, tight production norm & defective tools just mention a few.

· Supervision – relates to the attitude of the supervisor towards the employee such as perceived notions of bias, favouritism & nepotism.

· Work group – employees are unable to connect with their fellow employees and feelings of neglect and become an object of ridicule.

· Miscellaneous – these include issues relating to certain violations regarding promotions, safety methods, transfers etc.

Effects of Grievances – When grievances are not identified & redressed it can negatively affect employees, managers & the organisation. The effect can spread widely, the production of the employee, also leads to increase in absenteeism & turnover rates,

 It also affects the managerial staff by putting strain on relations between manager – subordinate, an increase in discipline 

ii. Grievance Procedures is a must for any organisation because it gives employees an opportunity to voice out their problems whether it concerns health & safety, or complaints. furthermore, by having a uniform grievance procedure it ensures that problems are dealt with in the same manner for everybody without proper grievance procedure several problems may arises.

iii. Discipline is the practice of making people obey rules or standard of behaviour & punishing them when they do not. Discipline is the quality of 
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being able to behave & work in a controlled way which involves obeying rules & standards.

Examples of discipline in workplace are written warnings, performance improvement plan, suspension, demotion & termination.

iv. Step 1-Verbal warning

Generally, an employee should receive a verbal warning for a first transgression.

Step 2-First Written Warning

The 1st written warning can be issued within the period advised for monitoring after the verbal warning, provided there is no improvement in conduct or performance.

Step 3-Second Written Warning

If the required improvement is not forthcoming within the 3-month period after the 1st written warning, then a 2nd written warning may be issued. This is entirely a matter for the employer and it is common for many employers to only issue a 1st and final written warning.

Step 4-Final Written Warning

If the required improvement is not happening, then a final written warning would be issued with a 12-month monitoring period.

The letter confirming this warning will advise that if there is no improvement or if the bad behaviour/performance is repeated then dismissal will occur.
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Step 5-Dismissal or action short of dismissal

If there is no improvement after the final written warning, then dismissal is the likely outcome. A meeting should be called, and the employee and his representative invited.



Question 2

2. The key features of a grievance procedure are Fairness, Representation, Procedural Steps and Promptness.

Fairness – This is necessary to be just, but it also ensures the procedure remains viable, if employees think the procedure is just a pretence then any value it has is gone.

Representation – This is a way of helping employees who are lacking in confidence or experience take on management on their own.

Procedural Steps- It is best that this is limited to 3 steps only, there is no value in having more just because there are more levels in the organisation hierarchy.

Promptness- this is vital when trying to avoid bitterness or frustration that comes from these delays.
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ACTIVITY

GRIEVANCE POLICY AND PROCEDURE

1.    Introduction

1.1. Any employee who has a grievance is entitled to make use of the Grievance Procedure.

1.2.A grievance is any feeling of dissatisfaction or perceived unfair treatment, which employees experience in relation to their work and employment situation and which constitutes a grievance of right.



2.    Primary Objective

2.1. The aim of the Grievance Procedure is to enable employees to have their grievances resolved fairly, quickly and at the earliest possible stage.

2.2. Employees may lodge grievances without fear of victimisation.

2.3. No shop steward shall be victimised as a result of his having advised or represented any employee lodging a grievance. Where victimisation is suspected, an employee may submit details in terms of the Grievance 



Procedure.

2.4. The grievance will be handled with discretion and will protect the confidentiality and privacy of employees concerned.

 







3.    General Principles

3.1. Except in instances where the grievance is of a serious nature, or where the employee so requests, a formal grievance hearing need not be convened in each and every instance. Often an informal meeting between the employee and his manager is the most effective way of resolving minor complaints and encourages direct communication between management and staff.

3.2. Where the grievance is of a serious nature, or where the employee so requests the employee who has a grievance must set out his complaint in writing (so it’s clear what his grievance is) and what resolution he wants from lodging his grievance and lodge his grievance in terms of 4.1.1.

3.3. When a formal grievance contemplated above is so lodged Management shall convene a formal hearing into the facts of the case, carried out in accordance with the following general principles:

3.3.1.   Management shall appoint a chairperson of the grievance hearing in accordance with clause 4 hereof.

3.3.2.   The time, date and venue of the grievance hearing shall be set by the chairperson of the grievance hearing.

3.3.3.   The grievant shall have the right to request an interpreter. It is the duty of the Company to provide an interpreter should the employee request one.

3.3.4.   The employee and his shop steward shall have the right to present his case and lead evidence, to call witnesses and to question witnesses, and/or to have copies of any documents produced as evidence at the hearing. In presenting his case, the grievant will be required to state the grounds and reasons of his grievance, and where appropriate lead evidence and argument. The chairperson of the grievance hearing may request additional evidence and/or witnesses to be led in the hearing to determine the merits of the grievance. The Chairperson will make a determination on the merits of the grievance and identify any appropriate remedial action.

3.3.5.   After hearing all available evidence, the Chairperson shall make a finding on the matter and make his decision known to all parties in writing.

3.3.6.   A record of the proceedings will be kept by a person appointed or nominated by the Chairperson of the grievance hearing.

3.3.7.   An employee shall be entitled to be represented by an employee from the workplace at which he is employed. However, it is his duty to arrange for such representation.

3.3.8.   In cases where group grievances are addressed, a maximum of two observers (inclusive of the grievants) will be allowed to attend the grievance hearing in addition to the representatives. Any further grievants may be called individually into the grievance hearing to present their case.

3.3.9.   Should the grievance not be resolved to the satisfaction of the employee, he or they shall be entitled to proceed to the next stage of the grievance procedure.

 

4.    Stages of the Grievance Procedure

4.1. Stage One

 

4.1.1.   An employee who believes he has a grievance must first report such a grievance to the Manager (or his designate).

4.1.2.   The Manager (or his designate) must endeavour to resolve the grievance and communicate the outcome to the employee as soon as possible. Once a decision has been given by the Manager (or his designate) and the employee feels that the matter must be pursued further, then Stage 2 becomes effective.

4.1.3.   In the event of an employee having a complaint about his immediate supervisor, he or she must approach the next reporting level of his immediate supervisor directly for the purpose of resolving the grievance.

4.2. Stage Two

4.2.1.   If the employee elects to proceed with the grievance, he shall, with the assistance of his representative, if he so wishes, lodge the grievance with the Manager (or his designate). A Chairperson of the same or higher status as the Chairperson of the original grievance hearing will then be appointed and a further grievance hearing convened.

4.2.2.   Once the Chairperson has given a decision and the employee feels that the matter must be pursued further, then the provisions of the Dispute Procedure contained in the Recognition and Procedural Agreement shall be evoked.

 

5.    Grievances which are not resolved

Grievances which have not been resolved to the satisfaction of the employee shall be referred to the local Shop Stewards’ Committee, which shall in turn elect to invoke the Dispute Procedure outlined in the Recognition and Procedural Agreement.

6.    Time limits

6.1. The following schedule constitutes a guide as to the time periods within which the various stages of the grievance procedure are to be initiated. The time limits are in no way prescriptive and may be varied having regarded to the circumstances of each case, subject to the requirements of fairness and reasonableness.

6.2. Schedule

 

PROCEDURAL STEP

TIME PERIOD FORM

STAGE 1.

Incident(s) giving rise to the grievance

Lodging of a grievance Within 7 Days of incident giving rise to grievance. Form 1.

Notice of a Grievance Hearing Within 3 Days of lodgement of grievance.  Form 2.

Grievance Hearing	Within 4 Days of Notification to Attend Grievance Hearing.	_

Finding of Grievance Hearing Within 7 Days of Grievance Hearing.	Form 3.

STAGE 2.

Lodging of Grievance Within 7 Days of Finding of Grievance Hearing.      Form 1.

Notice of Grievance Hearing Within 3 days of Lodgement of Grievance.   (Stage 2) Form 2.

Convening of Grievance Hearing	Within 4 days of Notification of Grievance Hearing (Stage 2).	

Finding of Grievance Hearing Within 7 Days of Convening Grievance Hearing (Stage 2) Form 3.

 

7.    Forms

7.1 The Grievance form, together with all relevant documentation, shall be submitted by the employee concerned to the relevant Manager. The Grievance form shall be completed by the employee prior to the initiation of each level of the Grievance Procedure.

7.2 To assist in the application of the procedure, the following standard forms are available.

7.2.1 Form 1. Lodging of Grievance

7.2.2 Form 2. Notice of Grievance Hearing

7.2.3 Form 3. Finding of Grievance Hearing
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	GRIEVANCE FORM 

Stage 1

	



Reporting of grievance by:                        ____________________________________________                   



Name of Employee against whom 

grievance is reported:                                 ____________________________________________          



ID Number:                                                   ____________________________________________    



Date received:                                              ____________________________________________    



Reason and nature of grievance:              ____________________________________________

     _____________________________________________________________________________



_____________________________________________________________________________



_____________________________________________________________________________



_____________________________________________________________________________



Date of grievance investigation:                 ___________________________________________	



Result or outcome of grievance investigation:  _______________________________________



_____________________________________________________________________________



_____________________________________________________________________________





Does the employee (complainant) accept the outcome?     _____________________________                                       



	



_________________________________________                                     ___________________

SIGNATURE OF CHAIRPERSON                                                                          DATE 







_________________________________________                                     ___________________

SIGNATURE OF EMPLOYEE (S)                                                                           DATE







._________________________________________                                     ___________________

SIGNATURE OF REPRESENTATIVE                                                                      DATE
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	GRIEVANCE FORM 

Stage 2

	



Reporting of grievance by:                        ____________________________________________                   



Name of Employee against whom 

grievance is reported:                                 ____________________________________________          



Date of incident:                                          ____________________________________________    



Date of first report by employee:             ____________________________________________    



Reason why outcome of first grievance hearing not accepted:   _________________________

     _____________________________________________________________________________



_____________________________________________________________________________



_____________________________________________________________________________



Date of Stage 2 grievance investigation:   ___________________________________________	



Chairman of Stage 2 investigation:   ________________________________________________



Result or outcome of Stage 2 grievance investigation:  _________________________________



_____________________________________________________________________________



_____________________________________________________________________________





Does the employee (complainant) accept the outcome?     _____________________________                                       



	



_________________________________________                                     ___________________

SIGNATURE OF CHAIRPERSON                                                                          DATE 







_________________________________________                                     ___________________

SIGNATURE OF EMPLOYEE (S)                                                                           DATE







._________________________________________                                     ___________________

SIGNATURE OF REPRESENTATIVE                                                                      DATE
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