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1. 
i. Grievances within the workplace refer to an employees’ allegation of a defilement of the organisational policies or the terms of their contract (Miller, 2016). Grievances may be instigated by a variety of causes:
· Financial – static wages, failure to award monetary compensation for overtime, salary reviews and lack of bonuses (Brentwood Open Learning College, 2019)
· Working Environment – poor working conditions, insufficient ventilation, defective or underperforming equipment and/or software, lack of recognition and unjust policies
· Unfair/Poor Relationship with Management – grievances may arise from employees’ perceived notion of prejudice, favouritism, discrimination or inequality (Nupur, n.d.)
· Team Values – as a result of poor working relationships causing stress, feelings of discrimination or neglect (Chimoriya, n.d.)
· Unscheduled changes or amendments to terms and conditions of employment (Shabana, S, n.d.)
· Miscellaneous – grievances as a result of perceived violations regarding promotions, health and safety procedures, grievance and disciplinary policies etc (Brentwood Open Learning College, 2019)

Improper or inadequate management of grievances can prove detrimental to employees, managers and the overall performance of the organisation and may be notable in the following ways:
· Productivity – decline in productivity, poor quality production, surge in excess spoilage, rise in production expenses (Nupur, n.d.)
· Employee Unrest – increase in absenteeism, reduction in employee retention, morale and satisfaction, reduction in loyalty, punctuality and commitment and a rise in the number of human resources and health, safety and welfare issues (Brentwood Open Learning College, 2019)
· Poor Relationships – conflicts, disagreements and dissatisfaction between colleagues and managers, increase in time spent on human resources issues, rise in the number of disciplinary procedures and an increase in general unrest (Brentwood Open Learning College, 2019)
Correct management of grievances by human resources (HR) is imperative to the smooth operation and financial success of an organisation, as well as the retention of a loyal, motivated and productive workforce.
ii. Grievance procedures are a form of feud settlement that can be employed by an organisation to address complaints by employees, suppliers, customers, and/or competitors (Bright HR, n.d.). It is imperative for a formal grievance procedure to be in operation to ensure that the organisation is not exposed to complaints and/or legal action that could prove detrimental to the reputation of the organisation and incur significant financial outlays. 

Grievance procedures help regulate processes and ensure that employee dissatisfaction is dealt with fairly, promptly and in accordance with the law. This can help avoid a serious, or potentially damaging claim of discrimination or unfair treatment. Thus reducing the risks of an expensive legal battle and the damage to an organisations reputation that may consequentially occur. 

Furthermore, the use of a grievance procedure will ensure that any complaints are dealt with quickly, efficiently and fairly, thus ensuring that the employee is not left in a compromising or distressing position, which may in turn affect performance, employee turnover and or loyalty (Brentwood Open Learning College, 2019). 

Failure to implement and adhere to a grievance procedure may lead to low morale and defiance to innovation, which may lead to reduced performance and efficiency (McCormack, 2006).

Adopting and following a grievance procedure is imperative to the retention and commitment of a loyal and talented human capital, it can also be attributed to achieving higher levels of performance, continuity of operations and ultimately improving the profitability of the organisation. 
 
iii. Discipline in the workplace is the process by which management addresses behavioural or performance inadequacies in the workforce and achieves compliance with the organisational rules and procedures, effectively regulating employee conduct (Chand, n.d.). 
Disciplinary procedures have the following objectives:
· Inspire the workforce to adhere to an organisations code of conduct and terms of employment – failure to comply with the policies and procedures of the organisation, or performing tasks incorrectly despite training, and/or warnings could necessitate disciplinary action being implemented (Brentwood Open Learning College, 2019).
· Establish a positive working relationship between management and the employee – having a properly regulated disciplinary procedure results in a trusting and respectful employee/manager relationship and fosters communication, thus reducing the likelihood of further action being administered
· Foster a culture that strives to improve the performance and efficiency of the employee – an organisation should set performance standards, which encourage targets and reward those that succeed in achieving these. Should an employees’ performance prove inadequate, an organisation may employ the disciplinary procedure. Managers must exercise discretion when using disciplinary action to correct underperformance and take external factors into account, for example it would be unfair to raise disciplinary preceding’s against an employee who was undertaking training or due to a lack of productivity as a result of material shortages (Chand, n.d.)
· Eliminate poor performing employees whose conduct fails to adhere to the standards expected by the organisation (Mayhew, n.d.)
· Increase the morale, satisfaction and happiness of employees
Some examples of discipline within the workplace are:
· Employee Misconduct – such as repeated lateness, bullying or harassment, or inappropriate use of company property
· Unacceptable performance as a result of ill-health or excessive absenteeism 
· Capability/Performance – failure to perform duties to the required standards when it is known that the individual is capable of achieving the desired targets and the tasks are known to be within their capabilities
Discipline within an organisation should improve the functionality, achievement of performance standards and strategic vision. It also fosters a positive and loyal human capital, thus reducing absenteeism, dissatisfaction and employee turnover. 
iv. A disciplinary procedure is the process for handling perceived employee misconduct and has the following primary objectives:
· To indicate the area of employee performance or behaviour that fails to comply or achieve that which is expected by the organisation (Brentwood Open Learning College, 2019)
· To indicate the identified misconduct
· To encourage and uphold standards of conduct 
· To ensure unbiased and objective treatment of all employees
It is vital for HR managers to operate a fair, timely and impartial disciplinary procedure and many organisations opt to follow a standard template, whose typical layout adopts the undernoted procedures: 

1. The HR management should prepare a written statement detailing the allegations against the employee, areas in which their performance was deemed subservient, or steps they have failed to complete/achieve, and have such resulted in disciplinary action. In cases of redundancy, due to ill health or the conclusion of a fixed term contract, the manager should include a statement detailing their reasons for terminating the employees’ contract of employment.
2. Following the written statement being issued, the hearing is the next step in disciplinary procedure. In scheduling this, managers should set a date which allows the employee adequate time to consider the allegations set out in the written statement, but not too far so as to delay the process. The employee is responsible for taking the necessary steps to make attendance possible. The employee has a legal right to request accompaniment to the hearing, this may be either a by a colleague or trade union official. The HR team must ensure that the meeting takes place at a fair time and agreeable venue. This step requires the collation of any data relating to the incident and may include interviews and statements from any witnesses to an event, or any claim involving other employees. This information should be communicated to the employee. Any data collected at this stage should remain private and confidential. 
3. Following conclusion of the meeting management should meet and decide upon a course of action, the employee should be notified of this. This should only be undertaken following a thorough investigation of all the supporting evidence. It is at the discretion of the manager to decide the necessary disciplinary action to take. The HR team must ensure that any disciplinary action follows that outlined by the company’s policies and procedures (Schettion, 2017). The employee must also be given the right to appeal. Most organisations set a time limit of five days for the appeal, as per the Acas Code of Conduct. 
4. Should the employee request an appeal, they must notify management of their decision within the allocated time limit. The date for the appeal must be set and the same standards, as required by the hearing, adhered to. If permissible, a higher-ranking management member should conduct the appeal to ensure an unbiased decision is reached. The final step is to communicate the outcome to the employee and indicate that it is final (Brentwood Open Learning College, 2019). 

HR or management should produce a written report of the processes and outcome of the investigation. Throughout this process it is imperative that the disciplinary action is objective and complies with the Employment Act 2008 and the ACAS Code of Practice (April 2009).

2. The primary characteristics of grievance procedure are:
· Impartiality – it is vital that the organisation and managers promote a culture which values and upholds the procedures in order for it to remain functional and feasible. It is imperative that employees understand and respect the rules and policies outlined, so that the value is retained. Organisations may also wish to outsource or consult an external or independent opinion when conducting a grievance procedure (Chand, n.d.)
· Facilities for Representation – by allowing the employee to be accompanied to the grievance hearing by a representative, such as a union official, the management can ensure that under confident or employees that lack experience, are not overwhelmed by having to face management single-handedly. Furthermore, should a professional representative be appointed, then the employee has the advantage of receiving an expert opinion on whether it is worthwhile pursuing the claim further. However, by assigning a representative the organisation may create animosity and defensiveness, thus placing the union official and manager at loggerheads (Shabana, n.d.)
· Procedural steps – most organisations opt to have three steps in the grievance procedure. This limits the length of time expended on resolving the issue and also reduces the ability of employees to discredit the procedure. Organisations with more complicated hierarchies, or those grievances involving senior management may require a more sophisticated grievance procedure. Most grievance procedures involve the following steps:
a) Preliminary Step – this involves the grievance being lodged with the direct supervisor of the employee with the complaint. It is at the managers’ discretion as to the outcome of this step, the employee may decide to take further action or direct discussion may resolve the matter through communication with the employee. As this is the primary step, it allows the manager the opportunity to evaluate any decisions, which may have caused discontent. At this point the complainant may retract the claim, should sufficient resolution be achieved (Brentwood Open Learning College, 2019).
b) Should the grievance progress to a hearing then the employee will be allowed the opportunity to voice their dissatisfaction to a higher-ranking manager who will be able to objectively, and without bias, assess their claim. In order to reduce expenses and the time associated with conducting grievances, management will strive to finalise the hearing, where possible, to avoid an appeal (Frost, n.d.)
c) Should the hearing progress to an appeal, the case will normally be presented to a more senior manager to resolve. Following completion of the appeal there will be a confirmation of a modification of the decision at the hearing (Brentwood Open Learning College, 2019).
· Promptness – it is essential that any grievance is dealt with promptly in order to avoid animosity or irritations that result from delays. Dealing with a grievance in a timely manner not only reduces the outlays and expenses from conducting the investigation but also reduces the likelihood of hostility occurring as a result of poor management. HR managers may set time limits on the length of time to complete each stage of the procedure, this allows the employee and management time to reflect but does not allow for the grievance to be overlooked (Brentwood Open Learning College, 2019).

 3. The objective of the organisations grievance policy is outlined as being to ‘provide an employee who considers that he or she has a grievance with an opportunity to have it examined quickly and effectively, and where a grievance is deemed to exist, to have it resolved, if possible, at the earliest practicable opportunity’. This demonstrates a clear understanding of the primary objectives of a grievance procedure, to give the employee the chance to air their concerns or dissatisfaction, to investigate the issue promptly and, should it be warranted, solve the grievance in the quickest allowable time (Chand n.d.).
The grievance procedure proposes that any complaint is initially handled in an informal manner in an attempt to resolve issues swiftly and without undue stress, or delay.
The organisation presents a structure for the procedure, whereby various stages and their requirements are noted to ensure grievances are handled objectively, fairly and in accordance with the law – this prevents discrepancies occurring as a result of inaccuracies or failure to reproduce the procedure. By setting a standardised template the organisation has reduced the risk of unnecessary exposure to lawsuits involving unfair treatment or undue stress for employees who are unaware of the steps involved when raising a grievance (Acas, n.d.).
The template gives employees clear instructions of the Company’s process for following the grievance procedure, particularly notable are:
· Employee raises a formal grievance and lodges this in writing – this ensures that the complaint is officially acknowledged and the process can be initiated. It also states that the grievance should be handled by a manager, unless the complaint is against this individual – in which case it should be escalated to a more senior manager. This demonstrates the organisations intention to ensure that an unbiased and fair hearing is conducted.
· The employee is invited to a hearing, in which the Company states the employee has ‘the right to be accompanied at this meeting by a trade union official, trade union representative or a fellow employee of their choice’ – this demonstrates compliance with legislation governing grievance procedures.
· The procedure also notes that the employee will be given the opportunity to explain the issue and suggest how it may be resolved – ensuring fairness and impartiality.
· Following conclusion of the hearing, the Company notes that it will ‘endeavour to respond to the grievance as soon as possible and, in any case, within five working days’ – observing the rules, as outlined in the Acas Code of Conduct and attempting to achieve promptness in the process (Brentwood Open Learning College, 2019).
· The grievance procedure also notes that the Company will inform the employee ‘in writing’ and ‘notified of their right to appeal against the decision – this observes the employees’ rights and complies with legislative guidelines governing the process.
· Should the employee wish to pursue an appeal, then the Company notes that the grievance will be directed to a ‘more senior manger or to the Director of the Company’ as well as noting arrangements to host the appeal meeting under the same rules governing the initial meeting. This demonstrates an excellent code of practice, conformity to standardised grievance procedures and fairness in the process (Venditti, 2014).
· Once again, the Company states that the employee will receive a decision ‘within five working days of the appeal hearing’ or ‘if it is not possible to respond within this time period, the employee will be given an explanation for the delay and be told when a response will be expected’ – demonstrating compassion and a commitment to achieving promptness.
· Finally, the Company notes that the ‘decision shall be final’ – allowing for a conclusion to be drawn.
 Upon analysis, it appears that the Company’s grievance procedure is well-rounded, fair, attempts to resolve issues in a timeous manner and conforms to the legislation governing this area whilst looking after the interests of the employee. 
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