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Marking Criteria:
 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.
For high grades use examples and illustrations where appropriate. 
	
1.i  Grievances may occur due to a number of reasons: Economic – perceived inequalities in pay, bonuses and overtime pay.  Working Environment – unsatisfactory conditions of work, defective tools and equipment, unfair rules, and lack of recognition.  Supervision – perceived notions of bias, favoritism and regional feelings.  Organisation change – revised company policies or new working practices.  Employee relations – unable to adjust to colleagues, feelings of neglect and victimization or inter-employee disputes.

The effects are low quality of production, low morale, increased absenteeism, reduction in the level of commitment, and an increase in accidents.  Managers may feel the straining relations between subordinate and themselves, an increase in the degree of control and supervision. 

1.ii  It is important to be able to deal with disputes effectively and this means having a forum allowing employees to communicate any grievances, issues or complaints that may arise. This allows the organisation to resolve the issue in a constructive and effective manner thereby reducing the risk of any future issues including litigation. In order to do this you need to have a grievance procedure in place.

1.iii  Discipline is important in the workplace because it helps management ensure that employees follow company rules and policies.  It allows them to correct unacceptable behavior and maintain good conduct in the company.  For example safety rules are put in place to protect staff when using machinery, equipment etc.  If these rules are broken, managers are in their right to “discipline” employees.  This may just be by means of verbal communication in supervision, or depending on the rule that is broken may be by formal warnings.  

1.iv Verbal warning – the first step in the process, is where manager and employee have chance to discuss the issues and a note of the warning should be given to the employee.  Next is a Written warning, any subsequent offence after a verbal warning should be addressed by a written warning.  Again a meeting should take place to offer the employee chance to respond to the allegations and also for all parties to exchange information and ideas regarding solutions to the problems.  This written warning should be recorded on the personnel file.  Suspension of the employee is intended to indicate the seriousness of the infraction and that the employee can reasonably expect that the next step is termination of employment.


2.  Four features of a grievance procedure are (1) Fairness – if employees believe that the procedure is a sham then its value will be lost so fairness is needed.  (2)  Representation – this is a way of helping those lacking in confidence or experience take on management on their own.  Representatives such as Union officials have dealt with it all before so will have a better idea of whether it is worth pursuing or not.  (3) Procedural steps - The grievance procedure should be sufficiently simple so that it can easily and quickly be explained to each new employee before they begin working for the organization and so that it can be readily understood even by a person who has had relatively little formal education. (4) Promptness - Promptness is needed to avoid the bitterness and frustration that can come from delay. Prompt action is not only desirable from the complainant’s point of view; it is also in management’s interest. Undue delay can be costly in the growth and spread of employee dissatisfaction.


Activity

I have been given a copy of the Apple Homecare Grievance Policy to do this activity on.  Pulse UK, who I work for, does not currently have one and I will be putting this into place once I have completed this course.

The Policy is very basic and only covers what to do if an employee has a grievance.  There is no procedures in place to cover if an employee breaks any rules or regulations and needs to be disciplined.  I will be raising my concerns with the registered manager of the business.  

The grievance policy has a “purpose”, “policy statement” and “procedure”.  The procedure basically if a staff member feels that a decision affecting them is unjust, they can contact verbally in writing to the registered manager.  The manager will have 3 days to respond and that is their policy.

Hopefully if I pass this course, I will have the knowledge to create a grievance policy for Pulse UK and also re-write the one for Apple Homecare
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