Understanding the Management of Employee Relations

1. Participate in a disciplinary or grievance meeting and reflect on how effective the process was, using the ACAS guidance. 

Discuss your observations with your line manager and note their feedback. (Total word count: 750 words approximately).

As part of my role as an Assistant HR Advisor I recently supported a manager in a disciplinary investigation meeting. Working for Carmarthenshire County Council means that the policies and process we follow best practice. In a fact sheet ‘Discipline and Grievance at Work’ Suff (2018) states that in order to ensure there is a fair process for both parties it is recommended that employers follow the ACAS Code of Practice: Disciplinary and Grievance Procedures. As an Authority our Policy for disciplinary mirrors ACAS. By being a public organisation that has a large membership with the UNION’s it is important that any disciplinary follows the guidance set out robustly. As part of the process the Commissioning Manager (CM) appointed an independent Investigation Officer (IO) to establish the facts and put together an investigation report in order for the CM to decide whether formal action is required. My role involves offering support and guidance on the policy and ensuring that the IO is following the procedures correctly. I would also attend the meeting with the respondent. This is again to offer any advice needed on the process. Prior to the meeting with the respondent the IO had met with a few witnesses to gather information on the allegation made. Following this the IO arranged a meeting with the respondent in order for them to give their account of the incident. As this is still at the informal stage there isn’t any right to be accompanied by a trade union member or work colleague, however as an Authority our policy allows for representation as well as requiring to give the respondent at least seven days’ notice. It’s my role as support to the IO to ensure that the correct letters are being sent out within the necessary time frame. Prior to the meeting I met up for a pre-meeting with the IO to go through previous witness interviews and ensure that she had covered all basis with questions she was going to ask in order to get as much information as possible. During the meeting I explained to the employee being interviewed that the process at present was a fact finding exercise and that no decision would be made until the report had been submitted to the CM. I also reiterated the policy and process being followed when questioned by the union representative. Other than a little query about the time it has taken to get to this stage the interview went quite smoothly with the IO being able to get sufficient evidence to ensure the report produced for the CM covered all bases. In this case the CM decided that although there was evidence they would not proceed with formal action and decided to deal with the incident informally. Prior to a letter being sent out to confirm this I liaised with the CM and offered advice on what should and shouldn’t be in the informal outcome letter.
Having discussed the case with my line manager throughout the process she was familiar with the investigation and had been supporting me when needed. As I had followed the process set out in the investigation and disciplinary policy she was happy that all areas had been sufficiently covered and that a report which had established the facts was produced. My line manager did feedback about the time frame that it had taken to get from the start to the conclusion of the investigation and offered advice in order for it to conclude sooner in the future. She gave examples of her own experiences on how to ensure that the investigation is prioritised by all involved to ensure that it not only gets concluded in the set out time frame but done to a high standard.  



2. Observe or participate in a Joint Consultative Committee Meeting/other employee representative meeting and reflect on whether or not – 
a. It met its objectives;
b. How the process could be improved to better meet its objectives.

Discuss your observations with your line manager and note their feedback. (Total word count: 750 approximately). 


As part of my role I was recently involved in consultation meetings with staff who were deemed at risk of redundancy as a result of the service they provided closing. Once a decision was made that the service could no longer be implemented I liaised with the Senior Manager to go through the process that would need to be followed. As there was six members of staff who were at risk of redundancy there was no requirement for collective consultation. As per the policy of Carmarthenshire County Council trade unions are invited to all stages of consultation when staff are at risk of redundancy. The first meeting I attended was a group consultation meeting with staff with a member of the trade union present. The meeting was led by the senior manager who gave staff the news that as the department could no longer justify the service running it had been decided that it was to close with the jobs being redundant. It was explained to the staff the business reasons for the decision with figures given on how much the service was costing. The staff and union member then had their say about the situation by suggesting other ways in which they felt it could possibly maintain the service. Two weeks following the first meeting a second group consultation meeting was held with the same attendees as the first meeting. This meeting was again to discuss the fact that the ideas had been taken on board from the first meeting however there was nothing that could justify the service remaining and it had been decided that the service would close with a timescale of the events given by the manager. My role at this meeting was to advise on the policy and answer any questions asked by staff, managers or the union regarding the procedure. I explained to the staff that as their jobs were to be made redundant then they would be placed on the redeployment register in order to be considered for suitable alternative employment. I also handed them out the redeployment application forms and policy for them to complete. Following the meeting I gathered information for the manager regarding notice periods and redundancy payments each employee was to have. One to one consultation meetings were then arranged with each member of staff. At these meeting was the employee, senior manager, trade union representative and myself. This meeting was to give each employee notice as well as telling them their termination date and giving them their redundancy figure should they not be successfully redeployed. At this meeting I gathered further information from each employee which would assist me in helping them find SAE such as how far they could travel, past experiences etc. I also was able to answer any other questions regarding the redundancy payment such as when it would be paid and how it was calculated. The process met its objectives as staff were kept fully informed of the situation and reasoning behind it. Although any redundancy situation is unfortunate the process is set out to be as supportive as possible with staff and their union representative able to give their feedback at all stages. In this particular situation there wasn’t any real scope to keep the service going as it was costing the business too much money without giving many benefits. As a result the process was able to meet the objectives of issuing the employees with notice. Out of the six employees three were able to successfully be redeployed meaning only three were made redundant.   

[bookmark: _GoBack]Throughout the process I had regular discussions with my line manager who was fully aware of the situation and the advice that I was giving all concerned. She was happy that I had correctly followed the process and had done so within the time frames agreed. As this was my first time consulting a redundancy situation I did explain that at certain times it was difficult as these employees were losing their job. My manager then advised on areas such as having a good one to one consultation which gets as much information as possible to ensure the staff get redeployed.          
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