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AC 1.1,1.3,1.5. Employee voice is the way in which employees communicate their views to their employer (CIPD, 2021, B). Employee voice plays an important role in the engagement and wellbeing of employees. Employee engagement involves employees connecting with their colleagues, managers and the wider organisation and in turn creating an environment where employees feel encouraged to connect with their work and take pride in their job (Gennard and Judge, 2010, P311). The CIPD factsheet on Employee Voice highlights the importance of allowing employees to communicate their views to build open and trusting relationships with their employers (CIPD, 2021, B). Allowing employees to express their views and opinions results in greater job satisfaction (CIPD, 2021, A) for example, at my organisation we recently completed a consultation process to understand how working from home as a result of the COVID-19 Pandemic has affected them, how they imagine the Company should move forward and what they would like to include within the new flexible working framework. This involved using tools such as group meetings and obtaining data through surveys, providing opportunities for all involved to express their views. This resulted in a positive response to the enrolment of the framework with many employees embracing the new options available to them. 
There are many different ways employers can open communications with their employees to improve engagement and wellbeing. For example, more recently, employers are using social technology to establish employee needs and encourage employee engagement to improve organisational performance (CIPD, 2021 B). According to the CIPD Factsheet on Employee Communication, social networks allow employees to share their views with colleagues while “feeding them upwards” resulting in quick responses from colleagues or leaders across the whole organisation (CIPD, 2021, D). For example, at my organisation we use ‘Workplace’ to communicate regularly and informally with colleagues and it is also a space for the organisation to quickly notify employees of any upcoming events or important business updates. There is a function which allows employees to like the post and leave their comments for the organisation to see. 
How ever employees choose to voice their opinions, ideas or concerns, their employer would benefit greatly from listening to their views and acting upon them where they can. This will demonstrate to employees that their input is valued which can improve motivation and create better working lives for employees (CIPD, 2021, B).
According to the CIPD view on good work, the concept of good work is:
· Fair rewards for good work; 
· Work-life balance;
· Opportunities for learning and development
· A supportive environment
· Providing employees with the choice to shape their working lives
· Physically and mentally healthy for people (CIPD, 2021, C)

There are many factors that can impact job quality from employment legislation and labour market conditions to the quality of people management and workers themselves (CIPD, 2021, C). It is important that people professionals listen to employees to ensure that work is good for employees and the organisation (CIPD, 2021, C). For example, the use of surveys or consultations could be used to listen to employees views on a particular topic to help shape policy and promote good physical and mental health (CIPD, 2021, B). 
1.4 There is a strong link between employee voice and improved organisational performance. As stated in the CIPD factsheet on Employee Voice, listening the needs to employees can improve motivation and wellbeing which can then lead to positive impacts for business. Firstly, open communications around the purpose of the Company and its direction can help employees align their values with organisational strategy (CIPD, 2021, D). This can be achieved by gaining the full support of senior leaders to maintain a two-way dialogue that allows employees the opportunity to express their views (CIPD, 2021, D). Employees that are involved in organisational decisions have better wellbeing and motivation (CIPD, 2021, B). When employees’ views are heard and acted upon, it can create a sense of belonging within an organisation and also strengthens the trust between employees and the organisation. For an organisation this can lead to higher productivity which can greatly benefit profits of organisations (CIPD, 2021, B). A culture of open communication can give employees the confidence to offer innovative ideas to improve organisational performance (CIPD, 2021, B). For example, in my organisation, we recently held consultations with groups of employees to hear their views on how they would like to shape a new case management system. Once we obtained their views, we provided feedback to the employees involved to explain what ideas we would carry forward, which ideas we were unable to cater for and the reasons behind each of our decisions. This created a positive outcome for our organisation with employees continuing to be engaged with implementation of the new case management system. 
Employee voice improves job satisfaction which can also lead to reduced conflicts within the workplace and less absenteeism (CIPD, 2021, B). For organisations this means better organisational efficiency (Gennard and Judge, 2010, P433) Furthermore, employee voice opens up communications between employees and others within the workplace, which is particularly beneficial for organisations where some opinions could be taken negatively by a senior colleague (CIPD, 2021, B). For example, employees who may feel their position is at risk could share their thoughts with others within the workplace which can influence their willingness to voice their views with the organisation (CIPD, 2021 B). According to a PM Insight article on the employee experience, employers should follow the steps below to improve job satisfaction:
Treat employees like customers – treating employees as customers to ensure external customers receive the best service possible.
Actively invest in employees – Invest in employees’ development. 
Invest in wellbeing – help employees to feel their best so they can work to the best of their ability.
Invest now to save later – invest in people to provide the personal development they expect.
Understand the impact of brand – brand offering has become increasingly important to employees, having employees as the core aspect of the brand could attract talent. 
 Ask, listen, then act – find out what the workforce want by asking them for their views and ideas to ensure they get the most out of their experience.
Building a diverse workforce – “Firms in the top quartile for gender diversity were 21% more likely to see above-average profitability. 

1.2 There are many differences between employee involvement and employee participation. Firstly, employee involvement is designed to allow employees to voice their views to their employer through indirect processes such as problem-solving groups with no commitment from managers to implement their views (Gennard and Judge, 2010, P25). This approach allows for employees to feel satisfied that their views have been considered by the employer when writing and adapting workplace practices. The principle of employee involvement is to allow management decisions to be influenced by individual employees (Gennard and Judge, 2010, P259). For example, at my organisation, individual teams will hold a regular weekly meeting for managers to update individuals of the progress of the business and to have open discussions about issues relating to client care, finances and social matters. This links into a unitarist perspective whereby a team will work together, lead by the manager to achieve organisational goals (Rees and French, 2013, P233). 
On the other hand, employee participation requires a group of employees, usually represented by a third party, to be involved in management decisions (Gennard and Judge, 2010, P259). This will usually happen through processes such as joint consultation or collective bargaining however, the final decision over whether employees are to participate in management decisions rests with management. For example, Asda recently raced an issue with their lorry drivers after they were offered a pay deal to increase their pay between 5% and 7%. With their rejection came a threat of industrial action to strike and as a result Asda agreed to work with the trade union to negotiate a new pay deal (Butler, The Guardian, 2022).  
This links into the pluralist perspective whereby employers will expect conflict to take place. A pluralist will usually point out the differences with the organisation and their workforce and attempt to minimise disruption such as strikes (Rees and French, 2013, P233). Where conflict arises, a pluralist will welcome the role of trade unions to resolve the differences with their workforce (Rees and French, 2013, P233). 
4.1, 4.2, 4.3 There are many roles and approaches taken by key parties in employment relations. Firstly, trade unions are organisations that are made up of workers whose purpose is concerned with relations with employers (Daniels, 2012, P157). Trade unions must follow a recognition process which means that employers are required to negotiate with trade unions on matters related to collective bargaining via one of the following routes: 
· Voluntary
· Semi-voluntary
· Automatic recognition
· Recognition by ballot 

Automatic recognition and recognition by ballot can only take place as a result of the statutory recognition procedure whereby the employer must have at least 21 employees. Trade unions must have a certificate of independence for the statutory recognition process to be invoked. As the statutory recognition process begins, trade unions are to write to the employer for recognition, highlighting the trade union and bargaining unit. The bargaining unit. Where the employer and trade union cannot agree on the bargaining unit, the Central Arbitration Committee (CAC) will become involved to make this decision (Daniels, 2012, P159). 
Once a bargaining unit is decided, it must be decided whether the trade union should be representing the workers. For automatic recognition, the CAC must be satisfied that at least 50% of the workers in the unit are union members. Alternatively, the CAC can decide on the route of a ballot provided that one of the three qualifying conditions are fulfilled: 
· It is the best way of proceeding for good employee relations;
· The majority of trade union members inform the CAC that they do not want the union to carry out collective bargaining;
· The CAC has evidence that a significant number of members do want the union to represent them.

After the declaration of recognition is received, both parties have 30 days to agree the process for collective bargaining. Once an agreement has been reached, this will act as a legally enforceable contract (Daniels, 2012, P160).
For the collective bargaining process to be completed legally, there are regulations around information that should be disclosed by the employer. This information should be: 
· Any information that would obstruct the union from carrying out the collective bargaining process should it not be disclosed; 
· Considered to be good industrial relations practice

Information that is disclosed should be relevant to the case, size and type of the organisation. It must also be important to the negotiations taking place through collective bargaining (Daniels, 2012, P161). Information that the employer is not required to disclose includes: 
· Information of national security; 
· Information that would contravene other legislation such as GDPR;
· Information given to the employer in confidence;
· Information relating to individuals without their consent; 
· Information that could significantly damage the business;
· Information obtained by the employer for the purpose of defending or brining legal proceedings (Daniels, 2012, P162).

2.1, 2.2, 2.3, 2.4 There are many different types of individual and collective conflict behaviour. Firstly, there are different types of collective conflict that occur, for example, strikes and protests whereby a group of employees will dispute the terms of their employment (Rees and French, 2013, P231).  In recent years there have been fewer collective conflicts with the majority of conflict in the workplace being individual conflict behaviour (Rees and French, 2013, P 231). Collective conflicts are often solved with the support of trade unions who will step in to negotiate the terms of a collective agreement for a group of employees through a process called collective bargaining (Rees and French, 2013, P231). For example, according to The Guardian, there has recently been an increase in industrial disputes whereby trade unions are involved in negotiations over pay (Wall, The Guardian, 2022).

Individual conflict can arise for reasons associated with misbehaviour such as bad conduct, sabotage and absenteeism. Issues such as this can be resolved informally through off record discussions between the parties involved or formally through processes such as disciplinary or grievance whereby individual employees are sanctioned for any misconduct (Gennard and Judge, 2010, P416). For example, where an employee is accused of bad conduct, a disciplinary process is followed to investigate the matter and determine if the accused individual is guilty of misconduct. Where an employee is found guilty, the employer will decide an appropriate and fair sanction for the misconduct. This could be in the form of a verbal warning, demotion or dismissal. 

Another approach to resolving conflict is mediation. Mediation is process that aims to repair relationships when disagreements happen in the workplace. An impartial person known as a mediator will hold the mediation in an attempt to reach a solution with both parties. Mediation will usually be used to resolves issues surrounding workplace relationships rather than disputes relating to pay or dismissal (ACAS, A).  

Where there is a disagreement that cannot be resolved, a process called arbitration allows a third party to make a decision on the dispute to settle it (ACAS, B). A hearing will take place where an impartial person, known as an arbitrator, will hear both sides explain their case. Following the hearing, the arbitrator will provide a decision in writing known as an award. The decision is not legally binding however, neither side will be able to go to court to change the decision at a later date (ACAS, B). Arbitration is more regularly used for collective disagreements however, there are certain circumstances where arbitration is used to settle individual disputes. Individual arbitration is used to settle cases of alleged unfair dismissal and claims relating to flexible working legislation (ACAS, B). 

AC 3.3 Disciplinary and grievance processes are in place to handle some very sensitive matters and certain level of skill is required to ensure that the process is handled effectively and appropriately.  For grievance and disciplinary processes to carried out effectively it is important for people professionals to have good communication skills to inform managers and employees of the procedures in place to handle these particular issues. This will influence workers to have better conduct at work creating organisational efficiency (Gennard and Judge, 2010, P433). Communication skills can also aid managers to have informal discussions with employees regarding specific performance issues without the need for holding formal discipline or grievance procedures. This ensures a fair process is followed and offers an opportunity for employees to be heard without the pressures of formal proceedings (Gennard and Judge, 2013, P434). Where formal procedures are required, good investigatory skills are key to carry out an investigation where appropriate and concise questions will need to be asked to all parties involved (Martin, Whiting and Jackson, P236). It’s it important to be able to understand all views surrounding a problem to be able to identify any underlying issues (Gennard and Judge, 2013, P436). A high level of professionalism is essential during the disciplinary and grievance processes to ensure information remains confidential and that decisions made remain fair and reasonable (Gennard and Judge, 2013, P436).
AC 3.2, 3.4 I would advise that the manager of ABC limited begins by considering whether or not the issue could be resolved through informal discussions with the parties concerned. This would protect the relationship between ABC limited and their employees by giving the involved parties an opportunity to voice their opinions on the matter without taking formal action in the first instance. 
If the issues are not resolved informally, it is important to then begin formal disciplinary proceedings by first carrying out a fair and balanced investigation. An investigatory meeting with the employee in question will be required at an early stage. This is important as it may be that there is a simple misunderstanding which can be resolved without the need for a disciplinary hearing. In other cases, the employee under investigation may be able to direct you to witnesses or documentary evidence that support their case. An investigatory meeting is not a disciplinary hearing, and so the employee has no statutory right to be accompanied. Any investigatory meetings to interview the employee or other witnesses should be held in private and notes should be taken of the meeting. Following investigation, if the company decides that no further action is necessary, the employee should be informed of this decision. However, if matters are to be taken further, there must first be a disciplinary hearing. The investigation alone is not a sufficient legal basis for dismissal or any other sanction.
Should the manager decide that a disciplinary hearing is necessary, they must inform the employee of this decision, providing them with reasonable notice of the meeting taking place and reminding them of their right to be accompanied at the hearing. The employee or their representative should be given the opportunity to make any representations, ask questions and produce or discuss documentary evidence in reply. Once the employee has presented their case the chair should summarise the information put forward on both sides and request any necessary clarification from the employee. When all parties have presented their case and there are no further questions, the hearing should then be adjourned for the chair to consider what the employee has said. When considering the appropriate sanction, careful consideration must be given to other alternatives to dismissal. For example, demotion, redeployment or a final written warning may be more appropriate. Once a decision has been made, this must be confirmed in writing to the employee confirming the reasons for any sanctions and their right to submit a written appeal. 
3.1 If the manager of ABC Limited had proceeded with the disciplinary without an investigation or informal discussion, they would not be complying with the Acas code of practice which would put the employer at risk of being penalised at an employment tribunal. The Acas code of practice states that the following 3 steps should be followed before taking disciplinary action:
1. The employer must first write to the employee to invite them to a meeting and informing them of the allegations against them.
2. The meeting should be held a time and location reasonable to the employee. During the meeting the allegations should be put to the employee and the employee given an opportunity to support their case. 
3. Following the meeting the employee must be informed in writing of the outcome, even if there is no further action required. The employee must also be informed of their right to appeal the decision where another meeting will be held in a similar scenario to the disciplinary by a more senior manager than the one who held the initial disciplinary meeting (Daniels, 2012, P129). 

Under the employment rights act 1996 the potential reasons for dismissing a person fairly are: 
· Conduct
· Capability
· Redundancy 
· A legal reason
· Some other substantial reason

There are also reasons considered to be automatically unfair for dismissing an employee. These reasons are: 
· Making a flexible working request
· Pregnancy or maternity leave
· Taking family leave
· Being a trade union member or representative
· Taking part in legal, official industrial action for 12 weeks or less
· Asking for a legal right
· Doing jury service
· Being involved in whistleblowing
· Being forced to retire 
· Taking action, or proposing to take action, over a health and safety issue (Acas, 2021)

Therefore, dismissing an employee without following the correct procedures can put employers at risk of unfair dismissal claims (Acas, 2021).
The manager should also have considered whether or not the employee had any previous sanctions such as a verbal warning or final written warning as this also helps to determine a fair outcome moving forward (Acas). 
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