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Marking Criteria:
We expect the learners to write a minimum of 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:

1
i - The causes of grievance come in 5 categories and are as follows:
1. Economic. This could be where the employee feels they are paid less than others in the same role after completing a comparison
2. Work environment. This is where the employee is dis-satisfied with their working conditions. This could be due to poor equipment, light, space or temperatures, lack of recognition, lack of direction.
3. Supervision. This relates to the employee feeling that there may be bias, favoritism, discrimination towards colleagues such as sexism, racism
4. Work Group. This is where an employee is unable to build relationships with their colleagues. They may feel inferior, neglected, victimised or ridiculed.
5. Miscellaneous. These may be issues relating to certain violations such as promotions, safety methods, transfer, disciplinary rules, fines, granting leaves, medical facilities.
Grievance affects three key principal areas, and these are outlined below:
1. Production. This relates to low productivity, production levels. There may also be an increase in wastage and costs
2. Employees. There may be an increase in absence, low morale. Employees may become less engaged and committed to the organisation. There may be an increase in accidents or issues arising.
3. Managers. There may be lack of engagement and commitment from managers. They may experience higher levels of stress. Complaints and disciplinary cases may increase. Relationships may become challenging between the Manager and their subordinate.

ii. Organisations should have a formal grievance procedure because it serves as an outlet for employee frustrations and concerns. It allows a fair and consistent approach to all employees and equal treatment within the workplace. It also allows for policies and standards to be adhered to and creates a fair way to manage situations when this is not the case. It also allows employees to be represented and supported in cases that can be quite difficult and challenging.

iii- The meaning of discipline is to alert employees to their behavior and actions and help them understand how these inhibit performance and productivity when it is not of the expected standard and within the organisation's policies and procedures. When the required standards and behaviours are not met necessary action is then required to be taken. Examples of discipline are:
· Suspension
· Pay cut
· Demotion
· Dismissal
· A form of warning or sanction

iv- The stages of disciplinary action are as follows:
1. Investigation. It is important to first of all establish the facts and to then determine if there is a case to answer. Depending on the circumstances it may be necessary for the employee to be suspended to allow the investigation to take place. The employee may also need to attend an investigatory interview.  If such an interview is held, it will be made clear that the interview is part of the investigation process and separate from the disciplinary hearing. Once the investigation has been completed the Manager will decide if the next stage is to move to a disciplinary hearing.
2. Disciplinary hearing. The employee will be provided with all the relevant information such as evidence and statements etc, that the investigating manager has used to make their decision and will be invited to attend a disciplinary hearing to which they have the right to be accompanied by a workplace colleague or trade union representative. The appropriate notice should be given for the date of the hearing. 
3. Outcomes - Once the hearing has taken place with the disciplinary panel the possible outcomes could be as follows:
· Drop the matter - no case to answer
· Oral warning
· First written warning
· Final written warning
· Dismissal
· Demotion
4. Appeal - It is important that if a sanction is given that the employee is notified in writing that they have the option to appeal the decision as outlined in the company disciplinary policy
2. The features of a grievance procedure are:
· Fairness- It is important that a consistent approach is in place and there is a culture of equality, respect and dignity within the workplace.
· Representation-It is important that employees feel supported and have someone who can support them and speak on their behalf of their confidence is lacking
· Procedure-The first stage is once the grievance has been received is to decide if it should follow the informal or formal route. Informal is always the preferred option however if it is felt that the formal procedure is required then the employee will be invited to attend a hearing to outline the nature of the grievance to a senior member of staff.
· Promptness - It is vital that once it is known that an employee has a grievance that there is not any unnecessary delay in them being spoken to. If the employee feels that they have been ignored or avoided this could cause them to feel further aggrieved and could make matters worse. After the hearing and outcome should be provided as soon as possible and the employee informed of the appeal process

Activity
The grievance policy that I use in the company I work for firstly outlines the informal route of solving grievances and states that where possible the member of staff should endeavor to resolve the grievance directly with the person concerned.  If the member of staff does not feel able to do this they are encouraged to discuss the problem informally with their line manager to seek resolution. If the matter relates to their line manager they should speak to a senior manager. The policy also highlights resources to support with resolving issues informally such as mediation and counselling and HR.

If the grievance cannot be resolved informally, the formal grievance procedure is outlined which states the following:
· The grievance is to be put in writing
· On receipt of the written grievance a pre-hearing review or a full investigation to be undertaken. A pre-hearing review should take place within 10 working days of the grievance letter being received. An investigation should be carried out as promptly as possible, but may need longer dependent on the availability of people involved and the complexity of the investigation. 
· At the pre-review meeting the employee can be accompanied by a workplace colleague or trade union representative.
· The senior manager at the meeting with the member of staff will seek to fully understand their concerns and discuss possible resolutions with them. The senior Manager will then respond in writing to the grievance detailing any actions or steps they feel need to be taken. 
· If the member of staff is dissatisfied with the response they will need to inform the senior Manager in writing, giving reasons for their dissatisfaction. This will mean that a formal hearing process will start.

The procedure for the formal process outlines that a hearing will take place within 15 days of the pre-review hearing outcome being provided and that the employee has the right once again to be accompanied. The employee will be given notice of the hearing and can submit any evidence they wish to be taken into account at least 5 days before the hearing is to take place. All documentation to be considered will be provided. The outcome of the formal hearing should be given to the employee within 24hours in writing outlining any recommendations or actions.
The policy also states the appeal process for the employee.

[bookmark: _GoBack]I feel that that this policy clearly explains the procedure for how we deal with grievances and ensures that a fair and consistent approach is taken.
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