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1. Give short answer to the following questions:



I. Discuss causes and effect of grievances 



A grievance is any dissatisfaction or feeling of injustice having connection with one’s employment situation which is brought to the attention of management. Also, a grievance is any dissatisfaction that adversely affects organizational relations and productivity. 



Grievances may occur due to a number of reasons:



· Economic – wage adjustment, late bonus, payments, adjustments to overtime pay, perceived inequalities in treatment, claims for equal pay, and appeals against performance- related pay awards

· Work environment - undesirable or unsatisfactory conditions of work such as light, space, heat, or poor physical conditions of workplace

· Supervision - It may be objections to the general methods of supervision related to the attitudes of the supervisor towards the employee such as perceived notions of bias, favoritism, nepotism

· Organizational change - Any change in the organizational policies can result in grievances. For example, the implementation of revised company policies or new working practices

· Employee relations - unable to adjust with their colleagues, suffer from feelings of neglect and victimization and become an object of ridicule and humiliation

· Miscellaneous – these include issues relating to the certain violations regarding promotion, safety methods, transfers, disciplinary rules, fines, granting leave etc.



Grievances, if not identified and redressed, may adversely affect workers, managers, and the organization.	



The effects are the following:



1. On the production:

· Low quality of production

· Low productivity

· Increase in the wastage of material, spoilage/leakage of machinery

-    Increase in the cost of production per unit



2. On the employees:

- Increase in the rate of absenteeism and turnover

- Reduction in the level of commitment, sincerity and punctuality

- Increase in the incidence of accidents

- Reduction in the level of employee morale



3. On the managers:

- Strained superior-subordinate relations.

- Increase in the degree of supervision and control.

- Increase in indiscipline cases

- Increase in unrest and thereby machinery to maintain industrial peace





II. Why should organization have formal grievance procedure?



A grievance handling system serves as an outlet for employee frustrations, discontents, and gripes like a pressure release value on a steam boiler. Employees do not have to keep their frustrations bottled up until eventually discontent causes explosion. The existence of an effective grievance procedure reduces the need of arbitrary action by supervisors because supervisors know that the employees are able to protect such behavior and make protests to be heard by higher management. The very fact that employees have a right to be heard and are actually heard helps to improve morale. In view of all these, every organization should have a clear-cut procedure for grievance handling.



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



Employee discipline is defined as the regulations or conditions that are imposed on employees by management in order to either correct or prevent behaviors that are detrimental to an organization. The purpose of employee discipline is to ensure that an employee performs in a manner that is deemed acceptable by the organization.

Discipline works in three parts: 1. The common rules which are in place and if broken can lead to disciplinary action 2. The disciplinary procedures and external guidance that is given on how it is the best formulated 3. Any issues that arise regarding operating the procedure and putting into practice.

Discipline i.e. rules have to be carefully formulated and communicated effectively so that the objectives of the discipline can be fulfilled. The objectives of discipline should be able to:

· Motivate an employee to comply with the company’s performance standards

· Maintain respect and trust between the supervisor and employee

· Improve the performance of the employees 

· Increase the morale and working efficiency of the employees



Some Examples of the discipline in the organization:

· Dress code – what kind of attire is acceptable and desirable at the workplace 

· Behavior rules such as relations with co-workers, treating of customers, appropriate use of language etc.

· Productivity and work ethic

· Illegal behavior such as theft, illegal drug use, intoxication 



IV. Explain briefly the stages of disciplinary action procedure.



The primary purpose of such a process is not just impose to disciplinary action on an employee but also to ensure an employee is made aware of any shortcomings in regard to their performance, attendance or conduct. All Employers must ensure that they operate a fair disciplinary policy.

In all cases where an employee’s standards of performance, attendance and/or conduct allegedly falls below those expected by the organization, the formal disciplinary procedure may be initiated.  In all cases in which the Formal Procedure is initiated, a hearing should be held with the employee to put the allegation to him/her, and to hear his/her responses to the concerns raised issue.  

When carrying out a disciplinary investigation and Implementing the Formal Procedure it is essential that it they comply with the Disciplinary procedure which include:

· The employee must be presented with the case against him/her in advance of a disciplinary hearing taking place together with the fact that the outcome of the meeting may result in disciplinary action.

· They must be allowed representation if requested.

· They must be given the opportunity to state their case.

· The employer must hear and be seen to hear the case being made.

· The employer must only form judgement after having heard all of the facts.

· An employee may be suspended on full pay at any stage during the disciplinary process, even before any allegation is presented to the Employee.  This is done with no inference of guilt or otherwise against the employee.  Suspension may l be for a reasonable period only and will often depend on the duration of the disciplinary investigation process.

· A follow up disciplinary meeting should be held with the employee where the decision is communicated to the employee. The employee may have a representative present at this meeting. Formal disciplinary action will be confirmed in writing.

· The punishment must fit the crime. Dismissal should not be seen as excessive.





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



Grievances are concerns, problems or complaints that employees raise with their employer. A grievance procedure is a means of internal dispute resolution by which an employee may have his or her grievances addressed. 



Usually grievance procedure has following steps: 

· First step is grievances are brought to the employee’s immediate supervisor. This may be either an informal process or the beginning of the formal process. The grievance be submitted in writing using a grievance form. Usually, the supervisor and the union representative will review the grievance to determine whether it is valid. Such submission of the grievance should occur within a specified timeframe following the event or incident. Three possible outcomes may occur at this stage of the process: the supervisor and the union representative may determine that no valid grievance exists; the grievance may be resolved or the grievance may not be resolved to the employee’s satisfaction, and it will move forward to the next step in the process.

· Second step typically involves the next level of supervisor in the organization hierarchy. The employee will be represented by the union. A failure to resolve the grievance will lead to the next step in the grievance process.

· The third step in the process will lead to a review by a higher level of company management and potentially a higher-level union representative. If the grievance remains unresolved through the highest levels of management within the company, an outside arbitrator may be called in to resolve the issue. 





Activity





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





[bookmark: _GoBack]The overall experience of the actual grievance procedure that has been adopted in the XX organization is that the management and union representatives have found the procedure to be useful and satisfactory in resolving difficult and sensitive issues. A greater understanding and appreciation of the procedure has emerged among the practitioners who use it as well as an acceptance of the necessity for confidentiality associated with nearly all grievance cases. There have been seven grievance reports which have been processed and handled as per grievance procedure. All these cases were resolved in a mutually satisfactory way with participation of all stake holders, and in accordance with the principles governing the mediation process, resulting in a settlements.
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