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INTRODUCTION
Organisations, both in private and public sectors have different rules and procedures that being implemented strictly. One of these is the Grievance and Disciplinary Procedures. Employer and employee relationship is sometimes not good that some problems and issues arises inside the workplace but through specific and effective guidelines that needs to be followed and conducted, these problems can be resolved in an appropriate approach.
Sometimes, employees break some laws inside the organisation, disobey the rules and sometimes can cause harm to other employees. Certainly, the management can perform a disciplinary action to the employee who violated according to the weight and seriousness of the offense done. Similarly, complaint against the manager or the company can be made also, and it is according to the type of issue arises.
Overcoming such issues can be settled to both parties through the guidance and policies of Grievance and Disciplinary Procedures to keep the organisation function well.
In this report discuss about Disciplinary and Grievances Procedures and how food industry manages it, if these procedures help in the performance and confidence in the company’s workplace.

 WHAT IS GRIEVANCE AND DISCIPLINARY PROCEDURES?
Grievance and Disciplinary Procedures are well-defined outlines of measures and actions that involves both the employer and employees for dealing issues that occur during employment (Ayling & Suff, 2017).
Disciplinary Policy and Procedures
Discipline is a regulation to deliver a controlled performance of human action (Torrington, et al., 2014). Employees can able to know generally the consequences if they violate the rules set by the organisation through their employee handbook. Written there are various policies and how employers handle such issues through the disciplinary procedures.
In a work setting, employed people has different personalities and perspectives in life but to maintain the ethics and morals inside the organisation, there are specific policies and procedures being implemented. Disciplinary rules ensure that all employees comply with the guidelines of the organisation to encourage them to maintain right behaviour so that healthy relationship is carried out.
The disciplinary procedures are performed fairly with all employees which it is applied equally to them to resolve issues in reasonable manner. Generally, these kinds of procedures are only executed when staff unsuccessfully do the tasks given because of poor performance or when his behaviour is already not acceptable especially when showing disrespect.
For example, in a fast food chain like McDonalds, one kitchen staff took an absence without leave and have not secured anyone to take over his place. So, the manager will give a 1st offense against him which is a written reprimand. If he done it again, his 2nd offense would be 7 days suspension, 3rd offense is 15 days and 4th is dismissal.
In some minor cases, managers do not give written warnings instantly for poor performance or minor misconduct. According to the Advisory, Conciliation and Arbitration Service, discipline can be done informally through verbal approach which can resolve problems quickly and confidentially. With these method, it can improve the performance and employee’s conduct (acas, n.d.).
For instance, one of the staffs at McDonalds has been identified to arrive late in the morning duty. So, the manager will talk to him privately but in comfortable way and bring out the concern. Then, they are going to make agreement to resolve the issue depending on the degree of the caused on why the staff has been late occasionally. Thus, the manager does not always make formal disciplinary action to its employees but to identify first the reasons of poor performance and offer necessary support especially if there is disability of its employee. But if performance does not improve, then that is the time to take formal procedure.
According to the UK government (GOV.UK, n.d.), there are disciplinary procedure steps an employer should follow:
1. A letter setting out the issue.
2. A meeting to discuss the issue.
3. A disciplinary decision.
4. A chance to appeal the decision.
The employer writes a written letter that states there the reason for performing a disciplinary action against the staff and the next steps to take. Then, both the employer and employee will discuss about it after deciding what action to do depending on the seriousness of the issue. The staff can appeal to the decision made if he does not agree to the penalty given by the employer.
[bookmark: _Hlk513116708]With the standards set by Acas code of practice, employers can follow their own disciplinary and grievance procedures written in the employment contract (Compact Law, n.d.). If not, employees can sue them for breach of contract or file a case of employment tribunal (GOV.UK, n.d.).
According to the factsheet of CIPD, the seriousness of issues differs from the nature of misconduct. In addition, formal and fair procedures must still take place even if the violation is too offensive like physical violence, insubordination or theft (CIPD, 2018).
The following are the common lists of misconduct in any organisation:
· Constant lateness
· Failure to obey organisation’s policies
· Misuse of organisation’s Internet access
· Bullying
· Theft
· Fighting
· Criminal offense
To prevent such behaviour, the HR manager make sure that rules of the organisation must be observed and known to every employees. According to the book of Derek, et al. (2014) there are various ways on how employees obey the rules.
1. Information. Through notifying others about the rules is helpful to make everyone make familiar with it. For example, if one team mate is not clear about the policies in the kitchen, his other team mates can help him understand the rules and procedures. Publication is another method to disseminate it.
2. Induction. Newly recruit employees in McDonalds were given the time to tell and explain to them the rules in the organisation they are going to work with. In this process, they are going to identify the do’s and don’ts by knowing the what, why, when, where, how.
3. Relocation. In this strategy, managers put the newly recruit member to a place where there is less compliance of rules. Some managers do it because the new staff is still learning and adjusting that it needs time to learn the rules.
4. Training. In the area where employees handle equipment like in the kitchen in McDonalds, certain training is given to staff working them so that they will know how to handle those utensils. In this way, it can minimise the risk of having the safety offense of negligence.
5. Reviewing rules periodically. To maintain the effectiveness of the policies inside the workplace, rules must be updated and discussed so that members and staffs are always aware and follow it well.
6. Penalties are being imposed so that employees are aware of the consequences of their behaviour which will make framework of the organisational justice stronger that it can able to control and manage well the whole members.
Penalties are categorised to various types that includes,
· Rebuke. This is like disapproving of someone’s action. For instance, taking pictures to private zone. At once, the manager would tell the staff that he must not do it again because it is not allowed.
· Caution. It is when an action is somewhat a serious offense that it is being recorded that a staff has violate a rule.
· Warning. In this process, a manager gives a formal written warning that indicates the offence done and the consequences to do when it is repeated. Formal procedures are implemented here especially when the nature of the offense is too serious.
· Disciplinary transfer of demotion. In this process, an employee is moved to another area that is less attractive to other employees that knew the violation done by him.
· Suspension. This is the stage where employer suspend a staff by not providing a work as his punishment or as to have time investigating the offense made.


Grievance Policy and Procedure
Employees can present a complaint against their managers or employers as it is stated in the policy regarding grievances with support of formal grievance procedure. This can be accompanied by a representative if needed. In this circumstance, if grievance has not been solved they can appeal to higher level (Armstrong, 2010).
Employees, as working people in McDonalds has also been given a chance to fight and protect their rights as an individual with the guidance of the policy and help of the body that gives services and resolve conflicts regarding employment issues.
In some situations, employees in this restaurant find themselves not happy with their job because of some concerns that affecting their performance at work and relationship with the manager which results to bigger problems sometimes. 
According to research conducted by Family Lives found that around 1,500 employees, 91% of them believed that bullying at work were not dealt effectively by the organisation. Also, 66% witnessed bullying at work, 43% were declared bullied by their line manager, 38% by their colleague, and 20% by their senior manager or chief executive (Banfield, et al., 2018).
With the guidance of Acas (2017), there are various issues that causes grievances such as:
· Terms and conditions of employment
· Health and safety
· Work relations
· Bullying and harassment
· New working practices
· Working environment
· Organisational change
· Discrimination
Handling formal grievances must follow the following procedures with the guidelines of the Acas Code of Practice so that both the employer and employees can be given fair treatment. Doing it will provide clear investigation and effective response in giving decisions about the issue raised.
Again, certain procedures are followed when handling grievances but there are minor cases that using informal way like having a calm conversation is effective and can resolve issues immediately.
Record keeping
Keeping written records is necessary during the process of disciplinary and grievances cases for future reference and use in compliance with the Data Protection Act 1998 (Acas, 2017). Therefore, all recorded data are handled with privacy as these are part of personal details of an individual.

REASON HAVING GRIEVANCE AND DISCIPLINARY PROCEDURES
[bookmark: _Hlk513116957]The Acas Code of practice on disciplinary and grievance procedures, the Employment Act 2008 and Employment Tribunals (Constitution and Rules of Procedure) Regulations 2008 have significance in terms of managing disciplinary and grievances at work (CIPD, 2018). 
Having a grievance and disciplinary procedures in an organisation is necessary to know and fulfil the required steps when executing the process. For instance, a manager cannot dismiss his staff instantly when accused for violating one of the company policies. It must be addressed first to the employee, discuss about it, have investigation before deciding what action to be done because of the misconduct.
This process is also the same when employee is having an issue with the manager. Taking legal action is conducted when the situation is worse especially when employee believed that there is breach of contract.

IMPORTANCE OF GRIEVANCE AND DISCIPLINARY POLICIES AND PROCEDURES
[bookmark: _Hlk513117093]Acas gives information, advise, training, conciliation and other services for both employers and employees to avoid problems and resolve issues in workplace (Acas, 2015). This organisation guides and supports the employment practice which protects individuals both the employer and employees. Without these guidelines, organisation would probably have failed because there is no effective rules and policies and efficiency to implement it. If the management itself cannot able to control its employees, then there will be a disaster between the company and employees. Achievement of goals cannot be attained.
It is then the function of Human Resource Management to present and give details on how specific actions are conducted by the management or manager concerning the workers because they are the department in an organisation that manages and handles the people inside the workplace.
Through the handbook, employees have a clear knowledge of the rules and regulations. It will made them aware of the penalties of certain violation committed. Thus, it improves the conduct of employees, making them better individuals. As a result, they can work confidently because they know that they work in a safe place. Performance can also progress because they can work efficiently without any disputes from other co-workers. Furthermore, policies can protect them from any unfairness and injustice. By knowing their rights, they will know where to stand their position.
Applying a strong and effective grievance and disciplinary policies and procedures helps management to handle misconducts and set appropriate decision. 

CONCLUSION
It is realised that grievances and disciplinary policies and procedures are significant to any organisation as it creates an organise workplace and makes stronger employment relations. By obeying policies, respect can be earned, performance improved through cooperation, values and ethics are being observed, reduces issues of misbehaviour, and employee voice can be heard by listening to their grievances.
[bookmark: _GoBack]Having an HR procedures, managing of issues can be handled with accordance to the policies of the organisation and the guidance of the legal laws. Industries like McDonalds can work well, and manager can have a healthy relationship with its employees if one of their strategies is to have a strong disciplinary and grievances policy and procedures.
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