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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. Discuss the causes and effects of grievances.
Certain grievances can be caused by some factors such as:
-Lack of communication amongst parties or staffs
-Jealousy due to one employee being promoted at the expense of others
-Lack of employee motivation like absence of staff bonuses, paid holidays, staff meals etc.

ii. Why should organizations have a formal grievance procedure?
Formal grievance procedure enables an organization to have a good image or reputation in the eyes of their customers and members of the public. It also gives the employees the privilege to clearly state out their problems and challenges boldly while still working in their various organizations.

iii. Explain the meaning and concept of discipline with examples.
Discipline is an act of making people abide by certain required laws and instructions. For instance in schools, discipline are enforced on students in order to ensure that vital rules are maintained on a daily basis leading to a safe learning environment.

iv. Describe briefly the stages of disciplinary action procedure
First and foremost before an employer carries out any disciplinary measures on a staff he or she has to observe the following disciplinary action procedures:
-The manager should inform the staff what areas of behavior to be improved on for instance the area of late coming to work 
-The employees should be given the opportunity to explain themselves
-Workers should be given an action plan to bring about the needed improvement
- The staff should be given a written note, signed by both supervisor/manager and employee, of the agreed action steps to be taken.
-Then finally if the employee refuses to improve on those stipulated areas then he or she is liable to face a formal disciplinary procedure.

2. Briefly outline the features of a grievance procedure and the steps involved in it. 
ANSWER:
A grievance procedure is very vital in any organization because it enables employees to raise issues with their managers about their working environment and their daily organizational tasks.
An employee's grievance procedure should include : 
-Writing a letter as an employee to your employer setting out the details of your grievance. 
-Planning a formal meeting with your employer to discuss the issue. 
-Have the ability to appeal your employer's decision in a right way.

Activity (6)
Study the grievance procedures and practices in an organization to which you have access to and produce a brief report.
ANSWER:
For instance in my own organization called (Mclaren Construction Company), an employee when having serious issues with another staff goes first to explain to his or her supervisor. Next the supervisor tries to settle both staffs amicably without informing the manager, but if the issue persists or continues, the supervisor will then alert the main manager about it who will then deal with the transgressor according to our organization grievance procedure policy which is first, issuing of yellow cards meaning warning before issuing red card if the issue continues which means eviction of the transgressor from our company.
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