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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. Give short answers to the following questions: 

i. i. Discuss the causes and effects of grievances.

The causes of grievances can be a variety of things starting from the workplace environment, wage issues, supervision that is deemed to be biased, favoritism etc, not being able to connect with your working group and other issues such as safety within the workplace, rules, fines etc. 

ii. Why should organisations have a formal grievance procedure?

A formal grievance procedure is needed so the situation is dealt with quickly and efficiently before more damage is caused and it is dragged out for longer than needed. This will ensure the grievance is heard fairly and is provided with an opportunity for a full discussion and response from management. 

iii. Explain the meaning and concept of discipline with examples.

Discipline is now associate with punishments and penalties and usually works in three parts. 1, whatever rules are in place, if broken, can lead to disciplinary action. 2, the procedures regarding disciplinary’s and guidance on how they are best preformed and 3, if any issues arise about operating the procedure and then putting it into practice. 





iv. Describe briefly the stages of disciplinary action procedure.

There are usually thee stages to disciplinary action, the first being investigation into the situation. From there, this is where all parties can provide their information and explanation to the situation. The procedural steps are important in this, as it also helps to determine how far the disciplinary action will go i.e. if higher management are needed to witness/intervene etc. The outcome will then be decided, whether it be a formal warning, written warning or dismissal.  


2. Briefly outline the features of a grievance procedure and the steps involved in it.

The main features of a grievance procedure are as below:

1. Fairness: this is necessary. This ensures that the procedure remains viable. It is key that the procedure is dealt with even handedly as it will make sure that fairness within it is supported. 
2. Representation: This feature is good for employees or individual who are not confident or experience in talking to their management team. Union officials or a felling team leader can help in this situation and have an advantage as they have usually dealt with situations similar to these already. 
3. Procedural steps: Preliminary, when the grievance is logged with the immediate supervisor of the employee who is complaining. Hearing, when it will be then passed to a more senior manager who will be able to see things from the bigger perspective. Hearings are usually the end of the line part of the procedure as it can be resolved here. If an appeal is needed, it is then passed onto a more senior manager and will usually be a modified decision from the hearing phase. 
4. Promptness: this is crutial when avoiding bitterness and frustration which comes with delays. If time limits are put in place and prompt responses are given, this avoids the bitterness from a lack of communication etc. 


Activity 

Study the grievance procedures and practices in an organization to which you have access and produce a brief report.
[bookmark: _GoBack]
First I would start with an introduction on the matter at hand, what the issue is, who it involves etc and write a paragraph or so detailing the above. It was also include key details such as the date(s) of the occurrence, the date in which our investigations began, as well as the background of the investigation, i.ie if anything has been done, any steps put in place to help the situation etc. 

I would then move onto the investigation itself, what was found, if there as any evidence collected together to help any party involved. This will also include evidence not collected and why. 

Witness evidence would then be collected, if there is no hard evidence i.e. email trails etc witness evidence is very important in this report. I would collect as much evidence as I could from the witness if full confidentiality. 

This would then help us to move onto the facts which have been established & other relevant information on the topic at hand. 

The conclusion would then be made, what type of action would be appropriate given all of the evidence found, witness statements given etc. Formal action/informal action or no action is a good example of this. 

This will then be signed and date by the investigator (HR) and all other relevant documents given to file along with this report. 
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