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On the job training – observe a union meeting and reflect on whether or not it met its objectives. How can the process be improved to better meet its objectives?
According to Ellis (2016 p.105-106), trade unions are defined as “an organisation which consists of workers of one or more description and whose principal purpose include the regulations of relations between workers and employers”. Their role is to represent the interest of their members particularly in relation to their salaries. They agree workplace rules and procedures and seek to influence on a certain issue. They are there to make sure their members are being treated fairly and equal. They can represent on an individual basis or collectively. Collectively they have more of an influence. They aim to “enhance the non financial aspect of employment relationships such as working time and working conditions”. They rely on negotiation and consultation process.
CSG union meeting is arranged on a monthly basis with the objective to maintain good employment relations and meet with representatives from UCU and Unison. It is an opportunity to get opinions from all members present which includes the Principal on certain issues that have been raised. It is also an opportunity to get a decision and move forward. An agenda is produced prior to the meeting in order to cover all issues and to have a clear structure. My role in this meeting was to observe and to minute take.
Some issues that were raised were union members being unaware of new starters at the college. This is down to the new GDPR regulation that is now in place. Before this, Unions were able to visit new employees /email them as soon as they started. The decision that was agreed in the meeting was for union representatives to have a time slot in induction in order to meet new employees and to give them information regarding Unison and UCU. It is then up to the employees to contact the Union representatives if they are interested. 
Another issue was that employees have complained about their line managers contacting them every day when they are absent from work. The decision agreed was that there needs to be an agreement between the line manager and the employee with what is deemed as acceptable. The Executive Director of HR and Wellbeing suggested that once a week is acceptable. If the same line manager is being complained about, it was advised that names need to be brought to the attention of HR in order for the issue to be addressed. 
With the integration of Coleg Sir Gar and Coleg Ceredigion, policies need to be harmonised. The main issue was that Coleg Ceredigion want to accept CSG pay scales and sickness policy as they will benefit from it, but do not want to accept the maternity leave policy as they currently benefit from 18 weeks half pay plus SSP rather than CSG where they have only 12 weeks half pay plus SSP. It was agreed that this would still go ahead regardless, as Coleg Ceredigion will benefit more from the pay scales and sickness policy. It was also brought to the board’s attention that there is low morale on the Cardigan campus due to them feeling that CSG have “taken over” the college. They also feel that they have no support as their line managers are Carmarthen/Llanelli based and therefore they feel it’s hard to communicate with them. The principle assured that this matter was being addressed and that line managers are doing their best to visit these campuses more. It was also advised that video conferencing needs to be used more within the college. 
Overall the meeting itself met its objectives as decisions were made in order to guide the college further. The meetings are also held on a monthly basis meaning that issues are brought to the attention of the board monthly, with suggestions on how to improve and go forward. An agenda is always created in order for all issues to be discussed. Minutes from the last meeting are always read at the meeting with the outcome that was decided. To improve the process in the future it was agreed that Ceredigion union members need to be involved in order to improve employment relations. It was also agreed that meetings need to be held on various campuses monthly, instead of being held at the Graig campus.
After discussing my observations with my line manager and my recommendations on how the process could be improved to better meet its objectives, she also agreed that Ceredigion members need to be involved to strengthen the relationship between Coleg Sir Gar and Coleg Ceredigion especially as Coleg Ceredigion has low morale after merging with Coleg Sir Gar. She also agreed that having the meetings every month on different campuses will improve employment relations and get rid of the stigma of “us and them”. 















Write about a disciplinary or grievance meeting and reflect on how effective the process was, using the ACAS guidance
[bookmark: _GoBack]For this task, I was asked to write about a disciplinary meeting and reflect on how effective the process was using the ACAS guidance.  It is important that all organisations follow the Acas Code of Practice for Disciplinary as well as their own organisation’s disciplinary and procedure policy. There are two main areas where a disciplinary system may be used. These are capability/performance and conduct (CIPD, 2018).
Issue - “concerns raised during the internal quality assurance of Level 2 Essential Application of Number Skills. The IQA process has indicated that there has been suspected malpractice in compliance of the controlled task conditions for Level 2 Essential Application of Number Skills”. 

The steps taken by Coleg Sir Gar (CSG) were as followed: 

Investigation letter – 22 June 2018
In this letter to the employee, it states that the purpose of the meeting is to discuss concerns raised during the internal quality assurance of Level 2 Essential Application of Number Skills. The IQA process has indicated that there has been suspected malpractice in compliance of the controlled task conditions for Level 2 Essential Application of Number Skills. The letter also states the date of the meeting (29th June), the location, the time, who the investigation will be conducted by and who will be accompanying the investigation officer. The letter also states that the member of staff can be accompanied by a work colleague or union representative. All in which complies with Acas and CSG policy and procedure with regards to what should be stated in an invite letter (Acas, 2019a).  

Meetings with 6 students – 20th June 2018 – 27th June 2018
The meeting was conducted by the investigation officer and faculty director and each student separately. The purpose of these meetings were to discuss why each student’s work was similar. Minutes were also taken. 
Meeting with employee being investigated – 29th June 2018
This meeting was conducted by the investigation officer, where a union representative and a note taker were present. The investigating officer began by thanking the employee for attending and introduced everyone at the meeting. The investigation officer stressed that it was not a disciplinary meeting, but an opportunity to discuss the issues around the concerns raised. 

Investigation Report – 10 July 2018
This was completed by the investigating officer, where they completed a report that outlined an introduction, methodology, allegations, evidence in relation to each allegation, considerations, recommendations and appendices. This document template is taken from the Acas website (Acas, 2019b). This was completed on the above date. 
Recommendation of report - The recommendation of the report is that the matter should progress to a formal hearing under the Disciplinary Policy for Lecturing Staff.

Disciplinary letter 1 – 18 July 2018
This letter outlines that the recommendation of the report is that the matter should progress to a formal hearing. The letter invites the employee to a disciplinary hearing on Friday 25 August at the Graig Campus, Llanelli, boardroom at 10.00am. The letter also states who will be present such as, the name of the person who will be the chair of the hearing, the reporting officer and the HR representative who will note take. The letter also mentions the specific allegations that will be addressed. It also gives an opportunity for the employee to be accompanied at the hearing by a colleague or trade union representative in accordance with CSG Disciplinary Policy. The letter also gives the employee the opportunity to bring any witnesses to the hearing. It states that if the employee is found guilty of misconduct, the college may decide to issue a written warning or a final written warning, or dismiss with notice or pay in lieu of notice. The letter states for the employee to confirm that they have received the letter and whether they will be attending the above date. CSG policy follows the Acas code of practice on Disciplinary procedures (Acas, 2015). 

Disciplinary letter 2 – 18 August 2018
Following the Acas disciplinary guideline an employer can rearrange the date of the disciplinary hearing up to 3 times, if the employee has a reason that is out of their control (Acas, 2015). A second letter was sent to the employee after a request by themselves and their union representative to rearrange a date. The new date for the disciplinary hearing was 4th September 2018. This letter is also in line with Acas guidelines where the invite letter gives 5 working days before the meeting (Acas, 2015). 
Disciplinary letter 3 – 24 August 2018
After a second request by the employee and their union representative to rearrange a date for the disciplinary hearing, a new letter was sent out with a date of 6th September 2018. 

Disciplinary Hearing – 6 September 2018 
At this meeting the employee was given an opportunity to state their case. A HR Advisor took notes at the hearing.
Outcome of Disciplinary hearing – First written warning – 8 September 2018
In accordance with Acas, the outcome of the disciplinary hearing was confirmed in writing to the employee within 5 working days (Acas, 2015). The letter from the Assistant Principal states the reasoning and conclusions as to the allegation as set out in the Disciplinary Hearing Invite letter dated 18 July 2017, followed by the overall decision. 
Allegation – “Malpractice in compliance of the controlled task conditions for Level 2 Essential Application of Number Skills”.
In determining the disciplinary sanction, it is viewed that:
· For a small number of learners, despite knowing that their work had not met awarding body criteria, the employee recorded their results as passed. 
· This action could have resulted in learners being awarded certificates for qualifications they had not achieved.
· Safeguarding the standard and authenticity of students’ assessed work is a primary professional responsibility of a member of lecturing staff.  
· It was concluded that the appropriate penalty sanction is a First Written Warning.
· In reaching this outcome, it was taken into account of the long and exemplary service the employee have provided to the College and noted that there have been no previous issues raised regarding your conduct.
The letter also reminds the employee that should there be any repetition of similar conduct a further Disciplinary Procedure would be invoked and this warning may be taken into account.
It also gives the employee the right to appeal against this decision in accordance with the College Disciplinary Policy where an appeal should be in writing to the HR Manager within 7 working days of the date of the letter. The letter also states that they have the right to be accompanied at any appeal hearing by a union representative or work colleague of choice as stated by Acas (2015).

To conclude, at every stage of the investigation and disciplinary process CSG complied with their policy as well as the Acas guideline. Following the Acas Code of Practice, Disciplinary Procedures is crucially important for employers as an employment tribunal will consider whether or not the employer and employee have followed the Code. If they haven’t, the tribunal may adjust any awards made by up to 25% for unreasonable failure to comply (CIPD, 2018).
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