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[bookmark: _Hlk97909075][bookmark: _Toc101350423]Task 1.1
[bookmark: _Hlk98934306][bookmark: _Toc101350424](AC 1.1) Explain emerging developments to inform approaches to employee voice and engagement 

Employee voice is the voice organisations give their employees, but there isn’t a singular understanding of the term. CIPD use Dromey’s definition: 
‘‘The ability of employees to express their views, opinions, concerns, and suggestions, and for these to influence decisions at work’’. (CIPD, 2021)
Not all organisations welcome employee voice, no one wants it identified where they are going wrong and in what areas they have failed and they certainly don’t want this made public and scrutinized, however, if they listen to the feedback and encourage change the fear of speaking up will be removed. (CIPD, 2021)
There are two main purposes for voice, according to management literature, these are:
	
Organisational voice
	
The positives voice can bring to organisations, for example 


	
Individual voice
	
Is argued that this is a fundamental right because it allows employees to express concerns and be involved in any decision-making



(CIPD, 2021)
[bookmark: _Hlk98934319]It is also argued that employee voice can relate to structural voice, where it can support wider social priorities in terms of equality of opportunity, pay equality, learning and skills acquisition and occupational health and safety. (Taylor and Woodhams, 2018.)
Employees knowing that they have a voice, and that that voice will be heard, will feel empowered and engaged in their roles. When employees are managed well and have this sense of empowerment, they will in turn deliver within their roles.
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[bookmark: _Hlk98934334]Employee satisfaction is greatly linked to job satisfaction. Organisations who understand how allowing employees to use their voice, and the power that it holds will build strong cultures. Knowing that their voices are heard bring employees overall happiness, it builds trust and has positive effects of their wellbeing and job fulfilment. (CIPD, 2021) 
[bookmark: _Toc101350425](AC 1.3) Assess a range of employee voice tools and approaches to drive employee engagement.

Employee voice can be expressed through a variety of techniques inside a business. The numerous processes of employee voice can be categorised into two primary areas, according to the CIPD: a) Upward Problem Solving and b) Representative Participation. These two also fall within the previously stated categories of direct and indirect voice. The CIPD has also identified several methods that work in tandem with employee voice, as detailed below:
· Upward problem-solving or Direct Method: This refers to any strategy used by management to solicit employee ideas and opinions. This allows for two-way contact and fosters employee participation using communication systems.
· Representative Participation or Indirect Way: This method is more indirect. There is no interaction between individual employees and management here; rather, the employee representative and managers are in charge. (CIPD, 2021)
Employees can have their say through many different channels, some of these could be:

	In person


	team meetings, one to one reviews, feedback, question
 and answer sessions and listening groups.

	Surveys


	for new starters and leavers, which helps to identify key insight into the employee’s life cycle. Pulse surveys, census surveys and 360 feedbacks.

	Online platforms

	online discussions and polls, organisational analysis, review data i.e., Glassdoor.



Social media and technology are also playing a huge part in employee voice. Smart phones and business or work apps make communication, at any time, very easy. There are several apps that allow virtual online meetings, quick access to reviews or feedback and accessing data virtually anywhere. The concern with this is where do employees turn off? If they finish work at 5.30pm but receive an email at 6pm, do they respond. This easy access could result in employees feeling burnt out and over engaged. (Investors in People. 2022) 

[bookmark: _Toc101350426](AC 1.5) Explain the concept of better working lives and how this can be designed.

According to research, effective workers voice can lead to positive outcomes for both people and organisations. People's health and motivation benefit from participation in decision-making because it helps them substantially improve their social satisfaction and overall job quality, resulting in overall wellness. Employers can benefit from greater productivity and creativity, as well as fewer workplace conflicts and absenteeism. Employees are less comfortable talking if they think the costs of doing so exceed the benefits, such as if they are concerned about their job security. Elevated levels of individual and organisational voice are also a by-product of strong leadership. Individual voice is particularly reliant on leadership quality, that is less likely to succeed when leadership is judged to be inadequate. As a result, it's vital that all corporate managers recognise the value of employee input and are trained to encourage open communication and empathic listening. (CIPD, 2021)
Having a consistent work-life balance is sometimes referred to the equilibrium state between work and life, if any part of one area is disturbed or has a negative impact, it will affect the other side. Employee patterns are ever changing, COIVD is the most recent example. Having employees who work in office times and out of office times, may eventually harm an employee’s personal life. Having stress at home, will affect work, having stress at work will affect home, but there are some things that can be put in place:
· Remote working is currently growing rapidly
· Flexible hours
· Continuous training and development (CIPD, 2021) 
[bookmark: _Hlk97716508][bookmark: _Hlk96936974][bookmark: _Toc101350427]Task 1.2
[bookmark: _Toc101350428](AC 1.4) Critically evaluate the link between employee voice and improved organisational performance.     

According to CIPD (2014):
‘‘Employers want engaged employees because, as well as being happier, healthier, and more fulfilled, they deliver improved business performance’’. (Taylor and Woodhams, n.d.)
Over the last decade, the performance of an organisation and its link with employee voice has been discussed heavily. The voices of a company's employees have a direct impact on the company's performance. Here, performance is measured in two ways: a) employee performance and b) company performance. These are intertwined in the sense that the better an employee's performance, the better the company's performance will be. (Taylor and Woodhams, n.d.)
When employees are satisfied, the workflow is improved, resulting in higher growth, in terms of revenue for the business. However as we have already seen, if employees are not satisfied and have a poor employee voice this will also affect the organisational performance. If organisations approach employee voice, the following outcomes could result:
· Employee wellbeing – increased positively
· Participation – effective and justified ‘whistleblowing’, sense of ownership, improves organisational agility
· Environment – increase trust in employees
· Listen – sense of care when ideas are listened too
· Production – positive support increases creativity 
· Commitment – lower turnover and absenteeism
[bookmark: _Hlk97120565][bookmark: _Hlk97206253][bookmark: _Hlk97638442][bookmark: _Hlk97206367]Some research has suggested that organisational success is present where employee voice is being heard, listened to, and respected. If employee voice isn’t present, it could cause further issues than the issue of having a manager listen to an employee in the first place. Providing opportunity to all employees is key for organisations to have a happy and productive team. (Rees, Alfes and Gatenby, 2013) 
[bookmark: _Hlk97716615][bookmark: _Hlk97638462][bookmark: _Toc101350429]Task 1.3
[bookmark: _Toc101350430](AC 1.2) Differentiate between employee involvement and employee participation and how it builds relationships.      
                                                                                                                                                 
There is a clear difference between employee participation and employee involvement.
Employee participation
An engaged employee who actively participates, will come to work feeling motivated and energized and will agree with the organisation’s objectives and values, and not much else, they will do what they need to do but will not seek out new ways to improve. 
Employee involvement
[bookmark: _Hlk100479525][bookmark: _Hlk99014208]An involved employee will take an active role in driving initiatives within the organisation and have a genuine drive for the organisation’s success. Involvement is key in organisations. Having employees who are involvement, as well as engaged, is a principle that has a direct, measurable influence on your bottom line, and help build working relationships. (Taylor and Woodhams, n.d.)

	Employee Involvement

	Employee Participation

	Contribute to activities

	Contribute to decisions

	Contribute towards goals

	Contribute to ideas

	One on one approach

	Ideas are expected



Both involvement and participation share similar goals. The role of HR is to drive performance and increase efficiency and supporting employees to achieve their objectives. By having both involved and participant employees it creates a motivational working environment. (Wilkinson, 2010)
Pluralism is the concept that the best way to improve labour relations is to recognise that diverse groups of workers have different needs and make different demands. Organisations which run with more of a pluralism approach may find conflict in the workplace that needs resolving though more formal approaches. (CIPD, 2017)
Any organisations common interest for its employees is viewed through the term Unitarism. To put it another way, it thinks that management and employees are all working for the company's benefit, which relates to employee involvement. Organisations working together with a unitarism approach will strive to achieve the same goal by working together collectively. (CIPD, 2017) 

[bookmark: _Toc101350431](AC 4.1) Explain the main provisions of collective employment law.

Collective employment law is:
‘’The area of employment law that governs the operations and behaviour of trade unions, works councils, and employers' associations, as well as the pattern of contact between employers and employees’’. (Oxford Reference - Answers with Authority, 2022)
[bookmark: _Hlk100323265] It addresses problems such as employees' rights to collective bargaining and codetermination, trade union freedom of association, internal union government, trade union recognition, collective bargaining, and other types of industrial action. (Oxford Reference - Answers with Authority, 2022)
A collective bargaining agreement may cover employment and work terms and conditions, hiring, firing, and suspension, job assignment, discipline, union representation, trade unions, facilities contracts, practices, and other bargaining rights machinery. It is not legally enforceable between the parties until it is proclaimed in writing; however, if it is incorporated into the worker's contract, it may have binding implications between the worker and the employer. However, a collective agreement might exist whether it is formal or informal, written, or oral, and whether it is official or informal. (Oxford Reference - Answers with Authority, 2022)
Picketing is when a group of individuals gather outside an organisation and try to persuade others to take industrial action. Picketing must be in anticipation of a trade dispute, and consist exclusively of peacefully acquiring information, or peacefully influencing any person to work or refrain from working, for those taking part to be immune from legal action. It must occur at or near the picket's workplace and must not entail any other civil law violation, such as trespass or nuisance. Furthermore, the union must choose a union official or other union member who is familiar with the statutory Code of Practice. (Employment law topics and e-guides, 2022) 

[bookmark: _Toc101350432](AC 4.2) Compare the types of employee bodies, union, and non-union forms of employee representation.

An employee body is an individual or group who represents employees via a labour union, association, organisation or by a work council or trade union.
Section 1 of the Trade Union and Labour Relations (Consolidation) Act 1992 defines a trade union as:
[bookmark: _Hlk96682435]‘‘An organisation consisting wholly or mainly of workers of one or more descriptions and whose principal purposes include the regulation of relations between workers of that description or those descriptions and employers or employee associations.’’ (DANIELS, 2022)
If an employer recognises a trade union, they are required to negotiate with the trade union on any number of matters by means of negotiation, there are four routes to a recognition, these are:
Voluntary – when an agreement is made voluntary between the union and the individual
Semi-voluntary – when the union makes a more formal approach to the employer in writing, which is then agreed to
Automatic recognition and recognition by ballot – this only apply when the statutory procedure applies.
Some organisations also have in house representations and ways employees can get together and discuss any issues they may have. There are many forms in which this can happen, some are:
· Staff councils
· Negotiation committees
· Work councils
· Employee forums
However, its key to note here that whilst these allow employees to speak collectively and share ideas and concerns, they don’t hold any official power for change and any ideas for change must go through the official channels to be listened to. (DANIELS, 2022) 

[bookmark: _Toc101350433](AC 4.3) Evaluate the purpose of collective bargaining and how it works

Collective bargaining is where employees, who are members of a trade union, command any negotiations with their employees to determine and agree any new terms that would benefit the employee. Collective bargaining is carried out through the trade union who represents the employees to negotiate with the employee on the employer’s behalf. There is a hierarchy as to how any collective bargaining is done:
1) Prepare for negotiations
2) Propose key demands
3) Negotiate
4) Reach an agreement
5) Administer the agreement (DANIELS, 2022)
Collective bargaining is made up of the following types:
Disruptive bargaining – this is a negotiation and normally relates to money, one party will benefit at the expense of the other.
Integrative bargaining – this is known as a ‘win win’ as both parties will benefit by bringing together demands from both sides and making an agreement.
Productive bargaining – this is when the union may suggest new ideas to an organisation to increase productivity, for example salary increase.
Composite bargaining – this is where an agreement will promote mutual benefits that don’t relate to money such as job security and builds long term relationships (DANIELS, 2022).
In previous years, taking hard action has always seemed to be the best way to get a voice heard, striking being the most common, however, these days a more subtle approach is taken, employees feel they have the right to speak up and address any issues they have directly. This isn’t always good for organisations though, as we have seen, social media plays an important part, one post online can be seen by hundreds of people very quickly forcing organisations to make changes. Issues can no longer be kept under the radar, or in house and this is having a huge impact of the way collective bargaining is completed. (CIPD, 2021)

[bookmark: _Toc101350434]Task 1.4
[bookmark: _Toc101350435](AC 2.1) Distinguish between organisational conflict and misbehaviour, and between informal and formal conflict.

Conflict can be defined as:
‘’Disagreement between two or more parties for example, individuals, groups, departments, organisations, countries – who perceive that they have incompatible concerns’’ (Bloisi, 2007)
It is important for organisations to ensure they have robust systems in place to manage such conflict. Purcell (2014, p233) recently described what many have suspected, that 
‘‘line managers are at the heart of most workplace conflict, whether causing it, experiencing it, dealing with it, or coping with its consequences’’.
There are two main types of conflict, organised and unorganised:

	Organised conflict

	Unorganised conflict

	Strikes

	Fiddles/theft

	Protests, demonstrations, boycotts

	Sabotage

	Work-to-role, go-slow, overtime bans

	Absence/resignation

	Disruptive behaviour

	Fraud



Organised conflict usually occurs on a large collective basis, an example is when a group of employees decide to go on strike, this is usually done lawfully and arrange through a trade union. Unorganised conflict tends to be more short term, for example a group may decide to stop work for part of their day, but then will return to work thereafter. Some employees chose misbehaviour as their form of speaking their voice, for example they may damage property of their organisation to express their discontent with a matter. (Taylor and Woodhams, n.d.)

Within this there is also formal and informal conflict:

	Informal conflict

	Formal conflict

	Spontaneous arguments

	Leadership styles

	Disagreements

	Encouraging debates

	Cultural issues

	Differing perspectives



The condition of our workplace environment and connections has an impact on our well-being. In each workplace, there will be a diverse spectrum of experiences and perspectives: we all see the world differently. While having a diverse set of experiences and viewpoints is advantageous, it may also lead to confusion and conflicts. Some workplace conflict can be helpful, such as a healthy amount of competition among team members to achieve goals. Individuals and teams can be harmed by negative workplace conflict, such as bullying or personality clashes. (CIPD, 2022) 

[bookmark: _Toc101350436](AC 2.2) Distinguish between official and unofficial employee action.

In any organisation there can be conflicts. These conflicts can be justified, or unjustified and this normally is based on the number of employees who support the conflict and the involvement of higher authorities and their influences, such as unions. Within conflict itself, employees can take official or unofficial action. 
Official action is when the criterion for action must be classed as official, such as:
· Trade disputes
· Balloting requirements
· Supported by trade unions
· Has relevant legislation and legal protection
Official action normally arises when an employee raises voice around a matter where their employer has wrong them, unions will become involved to ensure the employees are protected with their cases and that their arguments must be heard.
Unofficial action is when any actions, or conflicts that do not fall in line with the above official definition, such as:
· Lack of trade union representation
· Spontaneous action
· No legal protection for anyone involved
Unofficial action is when employees attempt to act but are not supported or backed by a trade union, these actions are not protected, and the employees involved could face further action by the organisation and authorities. (DANIELS, 2022)
Employees put themselves in danger if they take action that hasn’t gone through the right channels, they could lose their jobs, be fined or in worst case scenarios face legal proceedings. It is important for organisations to have a clear policy in place for employees to follow, they may not be aware if their actions are not following the official guidelines. (DANIELS, 2022) 
[bookmark: _Toc101350437](AC 2.3) Assess emerging trends in the types of conflict and industrial sanctions.

Trends to raise voice for any kind of demand is every changing, now more so than ever. Before reaching the point of ‘going on strike’, intense meetings are held between the employees and the management team, this is to ensure the chance of a resolve is attempted before it needs to come to such strong measures. If a strike is actioned, it then becomes much harder for the organisation to resolve the issue. A strike isn’t the only form of action, workers could refuse to do additional duties, like overtime, this is known as an ‘action short of a strike’. During disputes employers could also stop those raising conflict from coming into work, this is called a ‘lock-out’. (GOV, 2022)
Strikes used to go on for weeks, these days strikes are converted into shorter repeated strikes, however these strikes have a bigger impact for organisations. Repeated strikes take employees away from their roles more often, affecting the number of working days in the business, this in turn causes damage to the production of the department and in turn creates losses for the organisation. Even though the organisation is now at a loss because of these strikes, it cannot act against the employees, for example disciplinary or laying them off, if these strikes are protected by the trade union. To prevent these strikes, organisations can implement initiatives, such as:

	· Enforce rules and policies

	· Potentially suspend employees


	· Conduct formal investigations
	· Adopt disciplinary procedures



(Mostenska and Ralko, 2014)
Employees can agree to demands, if they are justified, to end the strike. However, if the employer does not agree with the demands, because they are not justified, then action can be taken. To deal with such actions, organisations can apply sanctions, which can be formal or informal. (Mostenska and Ralko, 2014) 

[bookmark: _Toc101350438](AC 2.4) Distinguish between third-party conciliation, mediation, and arbitration.

When a conflict arises between employee and employer and nether side trust in each other, third parties can be introduced to play a role in resolving the issues. These can be experts in the chosen field or management professionals, but they will be neutral within the issue, therefore any solutions they put forward will be without a conflict of interest. There are three main types of involvement, these are mediation, conciliation, and arbitration. (CIPD, 2021)
Mediation is a technique for resolving workplace conflicts and disagreements. Because it is less formal than grievance and discipline procedures, as well as employment tribunals, it is often referred to as a kind of alternative or resolution. Despite this, it takes a methodical approach. Within mediation experts will discuss with both parties and suggest a solution to be accepted by both. Because mediators have no side, any suggestion they make is based on the facts they have. (CIPD, 2021)
Conciliation is a more formal approach and is normally based on legal proceedings. Conciliators, such as ACAS, will confer with both parties and discuss the legal implications. In these instances, any recommendations need to be agreed by both parties, in writing, and a settle agreement is then signed. Once an agreement is signed there is no going back. (ACAS, 2022)
Arbitration is when an arbitrator listens to both sides through a hearing and decides, this process normally happens to avoid tribunals. Both parties must agree to the decision made through arbitration before it happens and regardless of the outcome. (ACAS, 2022) 
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[bookmark: _Toc101350439]Task 2.1 
[bookmark: _Toc101350440](AC 3.3) Explain the skills required for effective grievance and disciplinary-handling procedures

As the HR Manager of ABC limited, following our conversation regarding a potential bullying claim between two of our employees, I would make the below recommendations. 
Firstly, we need to speak to all the parties involved, on an unofficial basis, ensuring we gather all the facts. When speaking to the alleger we need to ensure we listen with empathy and use active listening to gather as much information as possible. This may well be uncomfortable and upsetting for the individual to discuss so we need to ensure we make the process as comfortable as possible; they may wish to bring someone to accompany them for support. We will also need to speak to the alleged, and this also needs to be handled with sensitivity as they may be completely unaware that their actions have caused this affect. During these investigations it may become apparent that others have witnessed this act or have been involved in themselves. I suggest another manager from another department completes these investigations as they will remain unbiased within this stage, they will be objective and simply gather the facts as they are. (ACAS, 2019)
As this could be very sensitive, it’s important to remain impartial but also supporting the alleged who obviously feels victimised as they have raised the allegation, however it cannot go straight to a disciplinary without first speaking to all parties involved, and it may be rectified by holding a joint meeting where both parties get to speak together. We will follow the informal stage as outlined in our policy below:
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(Avertec, 2019)

[bookmark: _Toc101350441](AC 3.2) Analyse key causes of employment grievances.

There are several different definitions of grievances, and many causes that impact these, a few being poor management, inequality, unfair rules, unfair treatment and bullying and harassment. This case refers to bullying and potentially, harassment. The alleger has made the allegation against another employee, however, should these allegations come to be false, the alleged could then make a counter allegation against the original alleger in return. Difficulties may arise between employees at any point within their working relationship and our policies and procedures are in place to ensure we are deal with these challenges effectively and fairly to all. (CIPD, 2021) 
There is a difference between disciplinaries and grievances, these are listed below:
Disciplinaries procedures
· Employees are aware of what is expected of them in terms of conduct and performance
· Identify potential obstacles
· Resolve matters internally
Grievances
· Resolve complaints informally
· Point of contact and timescales
· Resolve matters internally
All grievances must be fair, and they can be completed formally or informally. Should the alleger wish to proceed informally then a discussion between the employee and the manger to address all issues and agree a move forward, mediation can also be used. Should the alleger choose to go down a more formal route then we will follow the procedure outlined by ACAS. (CIPD, 2021) 
[bookmark: _Toc101350442]Task 2.2
[bookmark: _Toc101350443](AC 3.4) Advise on the importance of handling grievances effectively.

Handling grievances incorrectly, or by being poorly managed, may result in legal claims for our organisation and it would affect our reputation as an organisation. Looking at it from the perspective of the employee, failing to handle the grievance effectively would have a damaging impact on the moral of the team. This individual has been braved enough to speak up, we must treat that with the respect it deserves, failing to do so will send a message that this organisation doesn’t listen to those who speak up, or that we don’t treat each claim compassionately. If we do not effectively handle this claim the alleger could not face coming into work, go on long term leave, or even leave the business; it may affect their health and well-being also. (CIPD, 2021)
To ensure we handle the grievance correctly we must follow the ACAS Code of Practice: Disciplinary and Grievance Procedure. The employee does not have to raise the case to us as an organisation if they wanted to take the claim to the Employment Tribunal.
The three stages we must follow, to prove that we are following the process correctly:
· The employee informs us in writing of their grievance.
· We must arrange a meeting, within a reasonable time, to discuss the grievance. We will then inform the employee of any action that we are taking, if any at all.
·  The employee has the right to appeal our decision, in which case a senior manager will then hear the reasoning.
[bookmark: _Toc101350444]TASK 2.3
[bookmark: _Toc101350445](AC 3.1) Explain the principles of legislation relating to unfair dismissal in respect of capability and misconduct issues.

Should you, the manager, have gone straight to disciplinary, before completing an investigation, or an informal discussion first, we could have been facing serious implications. Going to disciplinary, which results in a dismissal, would have led to a claim of unfair dismissal. A claim could be made as we could not prove that the dismissal was fair and handled correctly. There are two main areas where disciplinaries, which lead to dismissal, occur, these are:
Capability – where the employee has not completed their role to the required standard
Conduct/misconduct – this covers a wide range of issues, from lateness to a criminal offence
As no disciplinary procedure took place, we have no evidence of the correct processes having taken place. (DANIELS, 2022)
An investigation should first be completed, then a formal hearing where the individual needs to be invited to in writing. A note taker and/or a witness (another member of staff or a trade union member) can be present but have no voice in the meetings. All documents need to be signed by all parties to approve their accuracy; they can then be kept on record. Usually, a formal warning will take place, again before a disciplinary. Should the employee be taken to a formal hearing a second time a more sever warning can be issued. (DANIELS, 2022)
Please let me know how you wish to proceed,
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21. Grievance procedure
1 e rganisatons poky o encourage ampoyess wih grevances eaing i thkr amployment o
50 i procadurs blow s sattacay slons. The crgaisation wil By 1 esc grevances
22 iy a5 possbi o stlacton fthe L) concomed. e his 1 ot possi,
vy et bo made 1 expian e reasons o i docison

1 mpioyees ar ot satsfed wih h cutcome thy have e ight o pursu he revance o e
et g 15 hope hl e rance wi b resoed duing h iormal dscusson
Enpioyees whohave rised grevances wh b veatd o 38 tmes beor, g and s he
e nearng(s

21.1 Procedure

Informal stage

11you have a grivance abou your smployment you shoud dscus € nformaly i yur mmedite
manager The mansger wil e  esponda wiin e wong s

Formal stages

Stage 1

1t you fet ht e mate s ot been resoed n a stsfacty e rugh ol dscussins
o Sty revance it o your e manage OUIRg h 1 o your
anevance and e cutcome yau 1 ooking

You il receve  reply witn e workng days and 3 mesing wil b anangad. Prir ot mtng
9 orgarsaton may cary o such easonae vestgaton s necesary oo ha  can prepery des
WY Yo revance, You. sy st wines52s 51 oage il s h mecing. Vo ey
hote e sccampaned b & coloanue ador & Fade ion Sl s company wa e &
esponsewiti e workn Gays o 1 st and wa o th employce of 1 szpedl
procedre.

Stage 2
11you e ot satsfd i company’s esponse. youmay appes i writg 10 yor e mansger
o MR cuiing e easeng for e 3l longer han 5w dys of e ulcoms e
Investigations

The cganiaton s commited o ensuing hat s grisvances re ivesigated fly.This may ol
carying out narviws wih e amplojes concemed and d ariessuc as winesses,coloagues
S nager. 5 wal 3 anhsig i recor and fomaten. ha estgakon stsements and
isance wil o made avadal 0 5 he paris concemed.The centy of winassas wh 50 Kep
ontaantaluhare necessan

Guidelines

& Youmay rase  complent arecly wih a sei manager





