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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. 
	Please insert your completed assignment (in word format) here:


i. Discuss the causes and effects of grievances.
There are many causes for grievances within the work place. From wages revision, lack of overtime, lack of support, wage payments, unscheduled changes in the work place, poor work conditions, lack of promotions.
The effects are decline in productivity, conflicts disagreements and dissatisfaction. Poor performance due to lack of interest in work. wastage of resources increases in employee absenteeism.
 
ii. Why should organizations have a formal grievance procedure?
Organizations should have a formal grievance procedure to help set out procedures that need to be followed this give the employee and the employer guidelines. By following the correct procedures, it helps to settle the grievance as effectively as possible and considers all information and evidence for both employee and employer.

iii. Explain the meaning and concept of discipline with examples.
Discipline is to obey as set or rules or code of behavior using punishment to correct disobedience. The concept of discipline to follow guidelines and procedures that are put in place to insure correct delivery and activities are in place and that employees are aware that action came be taken against them if inadequate behavior occurs. Examples late time keeping verbal warning, constant late time keeping formal or written warning. Gross misconduct inappropriate behavior or theft.

iv. Describe briefly the stages of disciplinary action procedure.
There are three stages to disciplinary action 
1. Informal warning a verbal or informal warning is given to an employee for a minor offence like time keeping. This is given my line manager or manager.
2. Formal warning is a written formal warning is given to an employee if repeated offences occurs like constantly late for work or a more serious offence occurs. The employee is given a time limit on this either 3, 6, 9 or 12 months. If they faulter on this, it escalates the formal waring to further disciplinary action. This is kept on record.
3. Further disciplinary action is where an employee may be suspended or dismissed from employment like Gross misconduct, theft or inappropriate behavior. This would occur if the employee has persistently failed to improve their behavior or standards required within their job role. This must be discussed with HR manager before any action is taken to insure the correct procedures have been followed before implementing this. Disciplinary action should not be confirmed until the appeal procedure has been carried out.

2.      Briefly outline the features of a grievance procedure and the steps involved in it.
Grievance procedure steps are Fairness, Representation, Procedural steps and Promptness.

Fairness this is where an employee should be able to speak to line manager or manager with an issue they have and be fairly heard without being ridiculed or looked over. That they are heard and allowed to have a colleague as a witness to their statement. The manage must give a time limit on dealing with the matter and investigate the issue without prejudice.

Representation is a way of helping employees deal with their grievance this could be help from a union official or another colleague that is willing to help them. This gives the employee the ability to have advice on taking the grievance further or decided to withdraw their grievance.

Procedural steps this is usually kept to three steps because there are three types of management activity involved in resolving grievances. But there can be more depending on organization with a steep hierarchy where there would be higher, more senior people to whom the matter could be involved in.

The grievance procedure 

Preliminary step this is when a grievance or issue is reported to a line manager or manager. 

The manager will either satisfy the employee with a solution or the employee decided to take the issue further. 

If the employee’s grievance reaches the hearing stage.
 
This is where the employee speaks to middle management regarding their grievance this is where a manager may be able to solve the grievance for the employee if not. 

Next step in proceeding with the grievance is to escalate it to top level management to resolve. 

This is where the employee is given the opportunity to appeal and help top managers to resolve their issue.
 
This should be done as quickly as possible, so the employee doesn’t feel frustrated and unvalued. 
The proceeding should take no more that 3 to 5 days to decide on the outcome. All this process should be confidential.

Activity

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

Grievance Policy & Procedure for Unit 23

At Unit 23 our aim to prevent grievances and disputes from arising during employment with unit 23. However, we understand that there may be complaints, problems or concerns arising from employment. 
This grievance policy is intended to settle any such issues that arise as quickly as possible to everyone’s satisfaction.

The policy deals with grievances connected with your employment on issues including but not limited to working conditions, pay, health and safety issues alleged discrimination or harassment relating to sex, age, gender, race religion or belief’s disability and sexual orientation.

If you have any concerns or issues that you are not happy with within your employment, please do not hesitate to speak to your line manager. 

The manager should be able to resolve the issue quickly and without escalating to the formal procedure. If the problem is with your line manager, then you should speak to another manager.

 Should you not be happy with the outcome you can escalate to the formal procedure. 

If a formal procedure is necessary, you should raise the matter in writing.

Meeting to hear the grievance should be done by an appropriate and independent manager.



At the meeting you will be asked to explain your grievance and what outcome or resolution you are looking for.

The meeting is an opportunity for the manager to asked questions and listen to the complaint, so they have a good understanding of the issues involved and if further investigation is required.

The manager should inform the employee of how long, they believe the investigation should take. This should be no more that 3 to 5 days only in extreme situation should this be longer.

The employee has the right to be accompanied by either a work colleague or trade union representative, in the formal hearing

The employee must take all reasonable steps to attend this meeting. Where the employee is unable or unwilling to attend. Unit 23 may decide, on a decision based on the evidence that is available.

During the formal hearing notes should be taken and signed by all parties to show evidence that all parties were informed and understand the grievance.

After the formal hearing it may be necessary to investigate the allegations which may involve interviewing witnesses.

Employee making the complaint must help fully and efficiently in the investigation. This may include giving names of any witnesses and documents to use and attending further interviews as part of the investigation.

During the investigation all note should be taken and signed by all parties.

Within a reasonable time following the hearing or investigation you will receive in writing the outcome of the grievance and any recommendations

Possible outcomes include an employee’s concerns being upheld, partly upheld or not upheld.

In harassment and bullying case, the complainant and the alleged harasser should both be notified of the decision any course of action to be taken.

Written grievances will be place in your personal file along with a record of any decisions taken and any notes or documents complied during the grievance process. These will be processed in accordance with the data protection policy.

You may have the right to appeal the outcome.


 Brief Report

Unit 23 Skatepark is an independent run sports facility that operation and runs as a charity. It has a mix of full time staff, part time staff and volunteer’s that help run the facility on a day to day basics. 
Their grievance policy and procedure are well structured and easy to understand. Every employee and volunteer are given an employee hand book with all the companies policies and procedures. All employees are giving a form to sign when they first start with the company to sign to say they have read and understood the company’s policies and procedures. This is put in their personal file. The policies and procedures are clearly stated and explain the process to make a complaint or grievance to their line manager or manager. It gives the employee an insight into how long the process takes, what actions can be taken and what information needs to be recorded to help resolve their issue. It also gives the employee the choice to either proceed with a formal complaint or discard the process if they wish to do so. 
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