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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. 

	Question 1:   Give short answers to the following questions

i. Discuss the causes and effects of grievances.
A grievance is defined by the dictionary as an official statement of a complaint over something believed to be wrong or unfair.  This official statement can be presented to an appropriate management representative or to a union official.

A formal grievance process comes about when an individual employee is aggrieved due to an action or lack of an action by management probably after a complaint has been made.

Some of the causes of grievances include:
· Economic: This deals with wage, overtime, bonus etc. and it comes about when employees may feel that they are paid less when compared to other staff who do the same work and hours.

· Work Environment:  Poor physical conditions in the workplace like defective tools or equipment, unfair rules, poor quality of materials, lack of recognition etc. can also be a reason for a grievance.

· Supervision:  Unpleasant attitude of supervisors towards employee such as favouritism, nepotism and regional feeling among others is another cause.

· Organizational Change:  Any change in the policies of the company can result in grievances.  An example will be new working practices.

· Employee relations:  A grievance might arise when employees in a particular work group or department are not able to adjust or get along with each other.  This might make an employee have feelings of being neglected or feel like they are being ridiculed or victimized.

· Miscellaneous:  This will include any other thing that does not fall under any of the above.  Examples are medical facilities, disciplinary rules, granting leaves and fines or certain violation in respect of promotion.

As with everything, grievances have their effects on the organization and may adversely affect staff if there are not identified and redressed.  Some of the effects of grievances are:
· There will be a decline in productivity as the aggrieved staff will not go all out and work as hard as they normally will until a solution has been provided.
· There will be conflicts, disagreement and dissatisfaction among staff.
· There will be reduction of the level of commitment, sincerity and punctuality and the level of employee morale.
· There will be increase in material waste or spoilage of machinery.
· Relationship between managers and subordinates will be stained.
· There will be an increase in discipline cases as well as incidents of accidents.
· There will be an increase in unrest and costs to maintain industrial peace.

Every organization must strived to nip grievance in the bud as soon as it starts so as to avoid the effects it will have on the organization in the long run.



ii. Why should organizations have a formal grievance procedure?

A grievance procedure is the process for dealing with a complaint raised by an employee regarding a treatment that is believed to be unfair or wrong.

It is important that every organization have a formal grievance procedure to ensure that there is fairness, facilities for representation, procedural steps and fairness.  This also helps employees feel confident to report something they think is wrong and not worry about hostility from colleagues or even the fear of losing one’s job.

In order to deal with disputes effectively, the organization must provide a forum allowing employees to communicate any grievances, issues or complaints that may arise.  This then allows the organization to resolve the issue in a constructive and effective manner, thereby, reducing the risk of any future issues including legal action.  A formal grievance procedure will give guidance on how to manage the process effectively.

Organization which do not have a procedure in place are exposed to different things as it can lead to an employee claiming they had no option but to resign as a result of how they had been treated.  Tribunals will then determine if a grievance procedure was in place and whether the employee used this procedure before resigning.  

If employee also feels unfairly treated, this can result in a serious claim of discrimination and this can be potentially costly.  All these can be avoided by having an internal disputes resolution procedure, also known as a formal grievance procedure in place.

It is also an accepted fact that an organization without a formal grievance procedure can lead to low morale and this will in turn result in poor performance and reduced efficiency.


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

The genesis of the word ‘Discipline’ comes from the Latin word ‘Disciplina’ which means management, rule, education, practice, teaching and trained condition. The derivation of the English word ‘Discipline’ is supposed from the Latin word ‘Discipulum’ which means pupil.  This is expected from the pupils that they should obey their teachers respectfully and according to him, should develop necessary and required qualities in himself for a successful life.

Originally, the word discipline was associated with study and learning; that is to train people to obey or follow rules or a code of behavior.  For example, to be a disciple.  This means to be a follower, a believer or an admirer of someone.  In Christianity, Jesus Christ had disciples who followed him wherever he went and they had to live by certain rules.  

In recent times, it is more associated with punishment and penalties for something thought to be wrong.  The modern concept of discipline is one in which self-discipline and social disciplines are stressed especially or particularly.


iv.  Describe briefly the stages of disciplinary action procedure.
It is important that every organization has a disciplinary action procedure in place to ensure that all employees feel secured and also provide them with guidance if anything should happen.  The disciplinary procedure should be fair and rational and penalties should be made clear as well as the appeals process in place.

The first thing to do before any disciplinary action is taken is to ensure that there is indeed a problem that needs to be solved.  They are different stages in a disciplinary procedure.  These include:
· Stage 1 – Verbal Warning
A verbal warning is generally the first in this procedure.  This will involve a meeting where the employee is able to bring a colleague or someone else to act as a witness or someone to take minutes of proceedings of the meeting.  At the meeting, the employee will be advised what the problem is and will be given the opportunity to tell his or her side of the story.  After the meeting, a letter will follow to say what was said at the meeting and what requirements/improvements is needed from the employee.  Even though the employee is given a verbal warning, it is still very much part of the formal disciplinary procedure.

· Stage 2 – Written Warning
After the period of time given to the employee for monitoring, if there is no change seen, the employer will then issue a written warning.  This letter should clearly state the issue at hand, the verbal warning given, the monitoring process and why the written letter has been given.  Before the letter is given out, the employee will be invited for another meeting to discuss what is being done so the written warning does not come to them as a surprise.  They will also be given the opportunity once again to respond to what the employer has to say at the meeting.

Depending on the time frame given or what the organization’s policy is, a second written warning letter can be given out before the final stage, which will be dismissal.

· Stage 3 – Dismissal or Action Required
This is the final stage in any disciplinary action.  Once again a meeting will be called where an explanation is given to the employee as to why they are at this point and how all other avenues has been exhausted.  The employee will then be told that the dismissal is in accordance to the disciplinary procedure.  The employee will have a number of days to put in an appeal if they wish.

If there is gross or serious misconduct, it is normally dealt under the last stage depending on the organization.  Examples of gross misconduct will include assault, serious sexual harassment, falsification of records and others.

Under these circumstances, the employer will have to investigate the issue before any disciplinary action is taken.  One way of doing this, is suspending the employee without pay.  In a few circumstances, it will be a paid leave.  For example, if a student accuses a teacher of a racist comment, the teacher can be put on paid suspension while investigation goes on.  Once investigation is done and they find the employee guilty, they should be advised and given the chance to explain themselves before any penalties are decided and imposed.




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

The purpose of a grievance procedure is to give employees a way to raise issues with their managers about their working environment or work relationships.  Employees are generally hesitant in raising any issues which may be seen as contentious with immediate superiors.

There as certain feature that any grievance procedure should have.  They are:

· Fairness:  It is important to be just in everything that we do.  Fairness ensures that the procedure remains viable so that employees know that the organization have their best interests at heart and also make them feel comfortable in coming forward with anything that they are worried about.

· Representation:  There should be an opportunity for employees who are lacking in confidence or experience to take on management on their own to have representation such as union officials.  These officials have the advantage of dealing with a range of employee problems and as such are in a better place to advise the aggrieved employee on whether or not it is worth pursuing the claim.  Representation has got its own disadvantage as their presence might make management more defensive as they might be on opposite ends of certain issues.  To solve this issue, management, must place the representative in the correct role for the occasion.

· Promptness:  This is important to deal with the procedure as quick as possible to avoid bitterness or frustrations that comes from delays.  When an employee puts in a grievance it can be likened to pulling a communication cord on a train.  The decision is not taken lightly and a quick resolution is expected.  The manager whose decision is in question will also have a hard time until the matter is settled so it is in everyone’s best interest to settle the matter as quickly as possible.  One way to speed things up is to place time limits between each step and specify that the hearing, for example, should occur no later than four working days after the preliminary notice and the appeal no more than five working days after the hearing. This is a good approach because it allows time for reflection and initiative by the manager or the employee between the steps, but does not allow time for the matter to be forgotten or issues distorted

· Procedural Steps:  It is best if procedural steps are limited only to three.  The more steps involved according to the organization hierarchy, the less the value of the procedure will be and might bring it into disrepute.  There are three steps because there are three types of management activity involved in resolving grievances.  The steps involved are:

1. Preliminary Step:  This is when the grievance is lodged with the immediate supervisor of the employee with the complaint.  In every normal working week, managers and staff in the department will interact and some may become grievances.  In some cases, the managers or supervisors will satisfy the employee with answers or the employee will decide not to pursue the matter.  There will, however, be times when the employee will want to take the issue further.  This is an important step as the manager has the opportunity to review any decision that have cause the dissatisfaction of the employee.  This may change the employee’s mind and they may decide not to pursue any further.

2. Hearing Stage:  At this stage, the employee will state the grievance to a more senior manager who will be able to see things from a broader perspective than the immediate manager.  Senior managers can often view matters in a more dispassionate manner and see solutions that may not have been seen by the immediate manager.  Management at this point should try and finalise the hearing where possible so an appeal does not follow.

3. Appeal:   This is usually designated to a more senior manager in the case of an appeal.  The outcome will either be a confirmation or a modification of the decision at the hearing.











ACTIVITY

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


Title: Grievance Procedures and Practices at The Bicester School

Name: Yvonne Mensah

Date: 15th January 2019

Grievances are ‘concerns, problems or complaints that employees raise with their employers’ (ACAS).  They can be about terms and conditions of employment, working conditions, working relations, discrimination, statutory employment rights and working practices (this list is not exhaustive).


· Purpose of the grievance procedure

The Bicester School is committed to promoting a positive work environment where employees feel able to talk to their managers about work-related problems.  The aim of having a grievance procedure in place is to ensure that employees (teachers and support staff) with a grievance in relation to their employment can use this procedure to help resolve issues as quickly and as fairly as possible.  As a school, our students are our utmost priority and anything that will not be in support of their welfare will be dealt with a soon as possible.  This is to ensure that staff are in the right frame of mind when dealing with students and other members of staff.

· Informal discussions

Employees should aim to resolve most grievances informally by speaking to the person concerned or to their immediate supervisor.  Immediate supervisors for teachers will be their Heads of Department; for trainee teachers, it will be their mentors and for support staff, this will be their line manager explaining clearly what the concern or problem is.  If the employee do not feel able to approach the person concerned or their supervisor, they can talk the matter through with another supervisor in the school or to their union representative if they are part of a Trade Union.  If employees are not sure who to talk to, they can email the HR Department for advice.  We hope that the majority of concerns or complaints will be solved this way.

If an employee feels that the matter has not been resolved through the informal discussions, they can then put their grievance in writing to their immediate supervisor who will then pass it on to the HR Department.

· Formal Grievance

The written statement will form the basis of the grievance meeting and any investigation, so it is important that you set out the nature of your complaints clearly, provide details such as dates and times of events, give names of witnesses if any, include supporting evidence if any and explain how you believe the matter could be resolved.  If the grievance is about the Headteacher, then it should be sent to the Chair of Governors.  You will receive confirmation that your grievance has been received and be given the name of the person who will be responsible for dealing with it.

A meeting will be arranged for you to attend without unreasonable delay and usually with 10 working days of receiving the grievance.  You can make a request to be accompanied to this meeting by a trade union representative or work colleague.

There will be an investigation process during this time to ascertain the truth and to help come to a conclusion.

After a decision has been made, a letter will be written to the employee informing him or her of the outcome of the meeting and investigation.

· Appeal

If the employee is not happy with the decision, they have the right to appeal.  The employee will be asked to explain the grounds for an appeal and give the employee the opportunity to ask questions.  The appeal panel will also ask questions.  The employer will also be given the opportunity to ask questions and will also answer questions from the panel.  The employer and the employee will then be excused while the appeal panel considers the case and come to a decision.

The outcome of the appeal will be communicated with three working days.

[bookmark: _GoBack]A grievance process can be quite long and frustrating so it is always better to try and solve it informally.
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