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We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
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	Please insert your completed assignment (in word format) here:

1. Give short answers to the following questions:
i. Discuss the causes and effects of grievances.

	SL No.
	GRIEVANCES

	
	 CLASSIFICATION CAUSES
	EFFECTS

	1
	Wage Grievances:
a. Demand for individual wage adjustment.
b. Complaint about job classification.
c. Complaint about incentive system.
d. Miscellaneous
	Production and include:
a. Low quality of production
b. Low productivity
c. Increase in the wastage of material, spoilage/leakage of machinery
d. Increase in the cost of production per unit

	2
	Working Conditions – Safety and Health
a. Violation of rules and regulations
b. Miscellaneous.
	On the Employees:
a. Increase in the rate of absenteeism and turnover
b. Reduction in the level of commitment, sincerity and punctuality
c. Increase in the incidence of accidents
d. Reduction in the level of employee morale.

	3
	Supervision:
a. Complaint against discipline/administration
b. Complaint against behavior of supervisor
c. Objection to the method of supervision.
	On the Managers:
a. Strained superior-subordinate relations.
b. Increase in the degree of supervision and control.
c. Increase in indiscipline cases
d. Increase in unrest and thereby machinery to maintain industrial peace

	4
	Collective Bargaining:
a. Violation of contract/award/agreement.
b. Interpretation of contract/award/agreement
c. Settlement of grievances
	

	5
	Seniority and Promotion:
a. Loss of seniority and transfers
b. Calculation/interpretation of seniority
c. Promotion denial or delay Transfer or change of shifts
Discipline:
a. Discharge/dismissal/lay-offs
d. 

	

	6
	Union Management – recognition of union relations:
a. Harassment of union bearer
b. Soldiering / go-slow tactics
	




ii. Why should organizations have a formal grievance procedure.
Grievance handling system serves as an outlet for employee frustrations, discontents, and gripes like a pressure release value on a steam boiler. Employees do not have to keep their frustrations bottled up until eventually discontent causes explosion.

The existence of an effective grievance procedure reduces the need of arbitrary action by supervisors because supervisors know that the employees are able to protect such behavior and make protests to be heard by higher management. The very fact that employees have a right to be heard and are actually heard helps to improve morale. In view of all these, every organization should have a clear-cut procedure for grievance handling.

                                                    
iii. Explain the meaning and concept of discipline with examples.
Discipline is the regulation and modulation of human activities to produce a controlled performance. The real purpose of discipline is quite simple. It is to encourage employees to confirm to established standards of job performance and to behave sensibly and safely at work. Discipline is essential to all organized group action. The first step is to establish and maintain a reasonable, but firm discipline line.

Objectives of Discipline:
1. Motivate an employee to comply with the company’s performance standards
Employee receives discipline after failing to meet some obligation of job. The failure could be either directly related to the tasks performed by the employee or ignoring rules and regulations that define proper conduct at work.

2. Maintain respect and trust between the supervisor and employee
Discipline if not properly administered can create problems like low morale, resentment, and ill-will between the employees. In such case, improvement in employee’s behaviour, if any, will be relatively short-lived and the supervisor will need to discipline the employee again and again. On the contrary, properly administered discipline will not only improve employee behaviour but will also minimize future disciplinary problems through good relationship between the supervisor and the employee.

3. Improve the performance of the employee
Discipline for poor task performance should not be applied while employees are on training or learning the job. Nor should employees be disciplined for problems beyond their control, for example, failure to meet output standards due to the lack of raw materials. Yes, discipline should be exercised when employees are found responsible for unsatisfactory performance.

4. Increase the morale and working efficiency of the employees

5. Foster industrial peace which is the very foundation of industrial democracy
 



iv. Describe briefly the stages of disciplinary action procedure.
· Stage 1-Verbal warning 
Generally, an employee should receive a verbal warning for a first transgression. Even though the employer is “only” giving a verbal warning, it is still part of a formal disciplinary process and the principles of natural justice, fair procedures, and equity/fairness would apply at all times.

· Stage 2-First Written Warning
The 1st written warning can be issued within the period of time advised for monitoring after the verbal warning, provided there is no improvement in conduct or performance. Before issuing it the employee should be invited to another meeting, told of the transgression, and given the opportunity to respond.

The written warning will then be issued and last for another 3 months. This warning should also clearly set out the nature of the problem, suggest solutions such as retraining, and advise of the possible sanctions (including dismissal) if no improvement is observed within the 3 months.

· Stage 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.

This warning is done in a similar fashion to the other 2 warnings referred to above but you would consider giving a 6-month monitoring period to allow improvement.

· Stage 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. This warning letter will be the final one prior to dismissal so it is important that it is well drafted as it will be scrutinized closely by the employee and probably his legal advisor.

This letter should only refer to the matters which have been the subject of the disciplinary procedure to date, not other matters which have never been put to the employee.

· Stage 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.

The employer should remind the employee of the behaviour/conduct that has led to this point, the repeated transgressions/failure to improve performance sufficiently, and that the dismissal is in accordance with the disciplinary procedure. The employee should be given the opportunity to appeal within 14 days. He should also be given a letter confirming the dismissal and the right to appeal, the time period for appeal, and who to appeal to.

· Gross or serious misconduct
Gross or serious misconduct will be normally dealt with under the final stage- stage 4 or stage 5, depending on how many stages you use in your procedure. There is no legal definition of “gross misconduct” but it would generally include:

· Criminal acts
· Theft
· Intentional damage to property
· Assault
· Dereliction of duty
· Serious breach of health and safety procedure
· Fraudulent behaviour
· Falsification of records
· Abuse of company policies/procedures
· Abuse of trust
· Serious sexual harassment, harassment, bullying
· Serious breaches of internet/email policy
· Serious breaches of data protection policy
· Violent behaviour
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2. Briefly outline the features of a grievance procedure and the steps involved in it.
Grievances procedure and steps involved:
1) Fairness - This is necessary, to be just, but it also ensures the procedure remains viable. If
employees think that the procedure is just a pretense, then any value it has will be gone and other ways of dealing with grievances will have to be found. It is necessary to be even- handed when dealing with grievances as this will ensure fairness is supported. It would also be much better if any appeals are dealt with by a joint body or taken to independent arbitration because then management is not seen as being the judge of its own cause.

2) Representation - This is a way of helping individual employees who are lacking in confidence or experience take on management on their own. Representatives, such as union officials, have the advantage of having dealt with a range of employee problems and are usually able to advise the aggrieved person on whether it is worth pursuing the claim. However, a risk still exists that a representative’s presence may produce a defensive attitude with management as the union official and manager may be at opposite ends of certain issues. The managers therefore must place the representative in the correct role for the occasion.

3) Procedural steps - It is best if these are limited to three steps only. There is no value in having more just because there are more levels in the organisational hierarchy. This will make dealing with matters even longer and also bring the procedure into disrepute. There are three steps because there are three types of management activity involved in resolving grievances. Despite this, there can actually be more than three steps especially in organisations with a steep hierarchy where there would be higher, more senior people to whom the matter could be eferred. Having more steps does not mean more processes to handle grievances; they are solely a function of the organisational structure.

4) Promptness - This is vital when trying to avoid bitterness or frustrations that comes from these delays. When an employee ‘goes into procedure’ it can be likened to pulling a communication cord on a train. The decision is not taken lightly and a quick resolution is expected. The manager whose decision is in question will also have a hard time until the matter is settled so it’s best to settle the matter as quickly as possible. One way to speed things up is to place time limits between each step and specify that the hearing, for example, should occur no later than four working days after the preliminary notice and the appeal no more than five working days after the hearing. This is a good approach because it allows time for reflection and initiative by the manager or the employee between the steps, but does not allow time for the matter to be forgotten.


3. Activity
Study the grievance procedures and practices in an organization to which you have produce a brief report.

ABC company’s grievance procedure is likely to include the following steps:

· Writing a letter to your employer setting out the details of your grievance
As soon as they believe you have a grievance, the employee should write to the employer giving them details of their grievances. ABC Company find it helpful to say in letter how employees would like the employer to resolve the problem. Employee should ensure that their letter is dated and that they keep a copy.

· Meeting with the employer to discuss the issue
ABC will arrange an initial meeting at a reasonable time and place to discuss employees’ grievance. They make every effort to attend the meeting. Employee should not be afraid to write down what they want to say.

It is up to ABC to decide how the meeting will run. They normally go through the issues that have been raised and give employee the opportunity to comment. The main purpose of the meeting should be to:

a. establish the facts
b. find a way to resolve the problem

· Explore alternatives ways to resolve grievances
If employee still not happy with the employer’s decision, they may want to consider other ways of resolving grievances.
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