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[bookmark: _Toc71487771]Introduction
MD, thank you for your correspondence. Regarding your query regarding GR’s claim against BBL. Please see the responses in the below email that refer to the potential legal implications of GR’s ET1 claim. 
The responses relating to your additional queries, including those relating to JD and LB, are also listed in the body of the document below. 
[bookmark: _Toc71487772]Section A. Q1 

[bookmark: _Toc71487773]The process and timescales for responding to the ET1
GR has already received his early consolidation document from ACAS, BBL will need to respond to his complaint by returning the completed ET3 form to the ET within 28 days of receiving it (Gov.uk, 2021d). The organisation will need to confirm the details stated by GR in terms of pay, dismissal dates and notice and whether the organisation wants to defend the claim or not. You will need to agree or disagree with the information he has provided. BBL will also need to state if they want to appoint an agent. 
If BBL chooses to defend the case, you will need to outline the defence, which will need to be sent to the ET service. Penalties for not responding within 28 days, could include a judgment automatically being made by the ET service without the employer being able to bring a defence. Employers can apply for more time to respond, however, extensions are not always granted (CIPD, 2021c).
The Grounds of the claims he could bring are as follows;
[bookmark: _Toc71487774]Ordinary Unfair Dismissal. 
GR could potentially bring a claim of unfair dismissal as he believes that  the reason BBL gave for dismissal was unfair and that the organisation acted unreasonably, for example by not giving GR ample time to respond to claims of misconduct against him at the disciplinary stage of the process. 
GR started in March 2014, which means that he has more than 2 year’s service. This means he meets the qualifying period  to bring a claim of Unfair Dismissal (Gov.uk, 2021b)
In the case of British Home Stores Ltd v Burchell (1978), which sets out the test employers and ET must use to deem if misconduct has taken place, a genuine belief of misconduct must be held on reasonable grounds following a reasonable investigation.
If the ERA Section 98 (1996) is taken into account the reason for dismissal must be substantial enough to warrant the summary dismissal of the individual.  
From the documentation provided, there is not evidence of a reasonable investigation, for example, as per the ACAS code of conduct relating to disciplinaries, the same individual should not carry out the investigation and disciplinary hearing (ACAS, 2015). 
GR has also stated that he did not have an opportunity to view the investigation statements and that he didn’t have an adequate chance to respond. With regards to disciplinary hearings, the employee should be notified in writing in advance and the notification should contain all the information relating to the alleged misconduct. This in turn should enable the employee to prepare their response and adequately respond to the claim. 
Employees also should be advised that they can be accompanied by a colleague or a Trade Union representative, from the evidence GR was only made aware that he was able to take a colleague rather than a TU rep to the disciplinary meeting. 
SS is a witness and he lacks independence to conduct the investigation. The ACAS code of practice states that investigations should have a fair process with an independent investigator and the employee should have an opportunity to comment on the investigation (ACAS, 2015). The ERA (1996)  states that conduct can be a fair reason for dismissal, however, the process and investigation must be fair. 
In the case of Khan vs Stripestar (2015), the disciplinary hearing relating to misconduct only lasted six minutes and the employee had no chance to make representations. An independent manager was appointed to hear an appeal. The EAT said that the original disciplinary hearing was unfair. However, the deficiencies in the first stage of the process were cured by the thorough and effective appeal. The appeal effectively provided the overall fairness that the law requires and, therefore, the employee could not succeed with his unfair dismissal claim. This case varies slightly because although GR was informed that he could appeal, he missed the deadline and chose not to proceed. If GR had been give adequate time to appeal then a robust appeal process may have helped reduce the risk of the case going to tribunal or if taken to tribunal they may not find a case of unfair dismissal.  

[bookmark: _Toc71487775]Defences to the claim of Ordinary Unfair Dismissal 
The potential organisational defence to Mr. Rees’ claim of Ordinary Unfair Dismissal could be that his conduct, after investigation, did amount to Gross Misconduct and that BBL was reasonable in dismissing him on this basis. 
The argument to his claim would be that he did instigate the assault, according to the report, Robert denied provocation. This would strengthen the argument that Big Buses Ltd did have a genuine belief of gross misconduct and reasonable grounds for dismissal. 
However, if at ET Mr. Rees is successful in claiming unfair dismissal due to failings in the procedure, Big Buses Ltd can request for an award to be reduced because Mr. Rees’ behaviour would have been a contributing factor to the dismissal. If the respondent can show that following a disciplinary process accurately would still have resulted in the dismissal, then a ‘Polkey reduction’ can be applied to the award. This reduction is relating to the Polkey v AE Dayton Services Ltd  (1987), this case set the precident for unfair dismissal case award reductions.
The case involving Brito-Babapulle V Ealing Hospitals (2011) should also be considered. In this case, an individual was dismissed for gross misconduct, the employer did not believe that they needed to review all of the alternative options to summary dismissal, due to the nature of the gross misconduct. However, the EAT,  stated that an employee did not automatically have to face dismissal for gross misconduct. If these findings are taken into account then there is a possibility that it may strengthen GR’s case.
From the information provided, there are no witness statements that corroborate GR's claim that he was provoked into the argument with RT, therefore there is a strong argument that it would be a reasonable response that his conduct was gross misconduct. However, it is important to consider that ETs will not generally review the nature of the reasons for dismissal, only if the response by the employer was reasonable and they acted fairly. 
 

[bookmark: _Toc71487776]Automatic unfair dismissal 
The other claim that GR could potentially bring would be Automatic Unfair Dismissal. This claim relates to his  Health and Safety complaint about staff not wearing the correct PPE (i.e. masks). A dismissal would be 'automatically unfair' if the main reason for dismissing an employee, would be for making a protected disclosure (ERS 103A, 1996), in this case, a Whistleblowing declaration.
There is also the implication that under ERA Section 100 (1996), that a dismissal will be unfair if it is linked to a H&S complaint in an organisation where there is no safety committee.  
Employees have the right not to be dismissed or treated unfairly because they have taken action over a health and safety issue, for example complaining about unsafe working conditions. The dismissal might be classed as 'automatically unfair' if a protected disclosure was the main reason the employee was dismissed  (ACAS, 2021)
Disclosures meet the criteria for Whistleblowing when a complaint is made that relates to a subject such as Health and Safety and it is in the public interest. Anyone that is regarded as a worker is eligible for protection as a Whistleblower (Gov.uk, 2011).  
In the case of Underwood v Wincanton plc (2015), an employee and colleagues made a Health and  Safety complaint and claimed they were then getting less overtime and less pay due to making this disclosure. After the employee was dismissed by the organisation he claimed automatic unfair dismissal for making a protected disclosure, the EAT found that the disclosure was in the public interest if the public could be affected by the H&S breach. 
[bookmark: _Toc71487777]Defences to the claim of Automatic Unfair Dismissal
From the documentation provided there is no evidence that this complaint was made to the dismissing manager, so it could be disputed that the complaint was even made. 
There is also strong evidence that the reason for dismissal was relating to his misconduct when pushing his colleague, shouting and not wearing a facemask. These actions are not concerning him making a protected disclosure complaint. 
If the above case of Underwood v Wincanton Plc is taken into account, although the EAT did deem the disclosure to be in the ‘public interest, this term is still fairly open to interpretation and it could be argued that he did not make a protected disclosure in the public interest as it would only impact the staff in the office. 

[bookmark: _Toc71487778]Wrongful dismissal 
The additional claim GR could make is that of Wrongful dismissal. This occurs when an employer is in breach of the oral or written terms of an employment contract. The dismissal can be an actual or constructive dismissal. (CIPD, 2020b)
GR was dismissed without notice and the ET found that the dismissal did not amount to gross misconduct, then there would be a breach of his employment contract. The ET needs to establish if the breach of contract that GR made was enough to justify instant dismissal. 
If the ET finds that, the misconduct didn’t amount to Gross Misconduct then, GR would be entitled to contractual notice or statutory notice 1 week for every year of service, up to 12 years. (Lewis, Sargent, 2017). 
In terms of compensation, GR started in March 2014 and was dismissed in November 2020. He would have 5 year’s service, so he has a minimum of 5 week’s notice, or his contractual notice, whichever is higher.  Annual leave would also have been accrued, any other contractual benefits i.e. bonus payments, paternity leave or sick pay could also be reinstated (1996). 
[bookmark: _Toc71487779]Defences to the Claim of Wrongful Dismissal 
The potential defences to his claim of wrongful dismissal would be that his conduct did amount to gross misconduct. In these circumstances, an employer can dismiss without notice as the employees' actions were serious enough to break the contract. Arguably GR’s actions were in breach of H&S and it would have been enough to be a serious contractual breach (Lewis & Sargent, 2017) 

[bookmark: _Toc71487780]Section A. Q2

Below is the list of possible outcomes at ET if GR is successful in his claim; 
· Reinstatement – this would involve a claimant returning to GR’s job before dismissal.
· Re-engagement – the claimant would return to BBL, but in a different role. This scenario would include a break in service.  
· Compensation
If an employer fails to comply with a re-engagement order the ET can award additional compensation for failure to do so (CIPD, 2021c). 
GR has mentioned that he is looking for compensation and reinstatement into his previous job. This could be problematic, due to the breakdown in the employment relationship following the findings of Gross Misconduct. 
However, if the case of United Lincolnshire Hospitals NHS Foundation Trust v Farren (2016) is taken into account, where reinstatement following an unfair dismissal claim was ordered,  the EAT found that if the employer has a reasonable belief of a loss of trust and there has been a break down of the employment relationship, then it is not reasonably practical to order the claimant and the responded to work together again.  

[bookmark: _Toc71487781]Potential financial reward.
There are two factors to the potential award that the ET could order. These two factors are known as a basic award and a compensatory award. 
The basic award is calculated via a formula that is based on the length of time an employee has worked for the employer up to their dismissal date, employee age and gross weekly pay. 
For GR’s claim, if the ET finds that he was dismissed unfairly, then his claim amount would be calculated as per the below; 
If GR was under 22 he would receive half a week’s pay for each full year worked, if he was between 22 and 41 he would receive one week’s pay for each full year worked and over 41 he would receive one and a half week’s pay. 
· As GR is over the age of 22 but under the age of 41, he is entitled to 1 week’s pay for every full year he has worked. GR has worked for BBL for 5, full years.
· His weekly gross pay is £500, which is based on an annual salary of £26,000 per annum. 
· From this calculation, the basic award for unfair dismissal would be £2,500 (Gov.uk, 2021a).
The maximum compensatory award that can be claimed for unfair dismissal is a year's salary up to £89,493 or a year's gross pay, GR year’s salary which would equate to £26,000. (CIPD, 2021d)
The Compensatory award is calculated by reviewing the loss of earnings from the date of dismissal to the date of ET and then future loss of earnings from the date of ET to a date deemed by the ET However, the claimant must evidence that they have made all efforts to obtain another job and mitigate their losses. In some cases where an individual is unable to get a job of similar remuneration, the ET may review the compensation based on the difference between the new salary and the previous one.  
Due to BBL potentially being found to not be complying with the ACAS Code of Practice an ET could increase the award by up to 25% for an unreasonable failure to comply (CIPD, 2021d). 
However, as mentioned previously, if the employee is found to be at contributory fault to the dismissal the ET could reduce the award, such as in the case of Mrs. B Hamer v Kaltz Ltd (2013) where the EAT ordered a reduction in compensation after an unfair dismissal finding due to the contributory fault of the employee. 
If the ET finds that his conduct was not grounds for gross misconduct then as, previously listed, there is also the consideration of compensation of wrongful dismissal. However, a claiment will not be able to be awarded compensation for both wrongful dismissal and unfair dissmissal. 
It is also important to factor in the costs of management time in getting the case ready for a ET, alongside the legal costs. In terms of legal costs, these can range from £7,000 - £12,000 plus VAT for unfair dismissal or wrongful dismissal claims (Slater and Gordon Lawyers, 2020), ( Phillips Law, 2018).
In terms of management time, according to Glassdoor (2021), the average manager salary is £45,673. If this is taken into account, each day spent on the claim would cost BBL around £125 per day in management time to defend the case, plus additional costs if BBL will backfill the manager's role or take on additional staff to cover his post.
There are also the negative factors around publicity for the organisation and potential cost to reputation and loss of clients if BBL loses the case. 
Due to the factors listed above and the potential costs involved it may be agreeable to settle with GR before the case goes to the ET. A settlement agreement can be used to settle the complaints made by the employee and usually involve a form of appropriate compensation.  To be valid, a settlement agreement, must be in writing and the employee must take independent legal advice from a qualified individual (CIPD, 2021c). BBL may wish to include a confidentiality clause, however, these should be considered thoroughly and not added to the agreements as standard. They can also not be used to prevent an employee from making a protected disclosure, such as whistleblowing (ACAS, 2018 ) 
[bookmark: _Toc71487782]Conclusion 
In conclusion, there are several elements to Mr. Rees’ claim those being ordinary unfair dismissal, automatic unfair dismissal and wrongful dismissal.
Whilst comparing the strengths and weaknesses of the claim it is important to acknowledge that following correct policy and procedures is vital when addressing alleged misconduct. Health and Safety concerns raised by employees should always be acknowledged and addressed promptly, to ensure that organisations do not fall foul of HSE legislation and also potential Whistleblowing claims. 
In terms of strengths to his claim, there is strong evidence that a fair process wasn’t followed in terms of the investigation or the disciplinary hearing and the process lacked impartiality. However, his argument for automatic unfair dismissal and wrongful dismissal is weaker due to the process showing that his reason for dismissal was his conduct rather than a whistleblowing complaint. The conduct could also be viewed as being grave enough to warrant summary dismissal.  
As mentioned previously, it would be advisable to explore a settlement agreement with GR due to the potential cost and issues relating to damage of business reputation and if GR is reinstated the potential issues around managing him when he is back in the organisation. 

[bookmark: _Toc71487783]Recommendations 
A full table of recommendations is included in the Action Plan in Appendix 2 Action Plan for Big Buses Ltd. 


[bookmark: _Toc71487784]Section B. Q1 

With regards to your query relating to JD, the following considerations should be made. 
JD is intending to make a flexible working request, in these circumstances, it is important to follow the ACAS Code for responding to flexible working requests or BBL organisational flexible working policy (ACAS, 2014). 
It is also important to consider if JD is eligible to make the flexible working request, only employees with 26 weeks of service or more have the right to make a flexible working request. As she has been an employee for 19 months, she would meet these criteria (Gov.uk, 2021c). 
If BBL, chooses to accept JD’s email as the indication of her flexible working request then the organisation can. However, the organisation can request that the request is completed on a form, either one that is used by the organisation or the one provided by the gov.uk (2014). A copy of this form can be found in the Appendicies. 
Under the ACAS Code For Working Flexibly (2014) the applicant needs to provide the following;
· Date the individual is applying for the flexible working request.
· What changes they want to make to their working conditions i.e. part-time, condensed hours 
· When they want the changes to start. 

JD will also need to state what impact these changes may have on BBL and how these may be dealt with or mitigated. It is for the employee to evidence how the requested changes would work practically in a work environment. JD needs to make it clear that her request is a statutory one and whether or not she has made a previous request to work flexibly (ERA, Part 8a Section 80F, 1996). Applicants cannot have made a flexible working request in the 12 months before applying (ACAS, 2014).

It is important to consider the request, promptly (no longer than three months after it is submitted). If you are in agreement with the proposed changes then a meeting is not needed. However, if you would like more information relating to JD’s submission or you have concerns about the viability, you will need to hold a meeting. The invitation to the meeting needs to be in writing and JD has the right to be accompanied by a trade union representative or a work colleague (ACAS, 2014). 

During the meeting, you should take ample time to discuss the request and how they feel it is practicable. It is important that you consider the viability of the request. 

If you choose to reject the request, legislation states that it must be due to one of the below reasons (ERA, Part 8A Section 80G, 1996); 

· Additional cost to the organisation. 
· Difficulty in redistributing work to other employees
· The organisation cannot recruit extra staff 
· The quality or performance of work would suffer
· It would negatively impact customer service
· There is not enough work for the employee to do in the times they want to work. 
· Business structure changes. 

In terms of the reasons that you have listed, for example, lack of staff to cover after 3 pm and lack of funds to take on additional staff to cover this time, these would be adequate reasons to decline the flexible working request. 

After the meeting has taken place and you have made your decision, you must inform JD in writing detailing the reasons that you have accepted or declined their request. If you agree to the changes then you can discuss how these changes could be implemented. It is worth noting that, an employer can propose to accept certain elements of the request or accept the request with modifications. This should be discussed and agreed upon with the employee. 

The point for consideration may be the request to work from home, if this was done before August 2020, it may be a consideration going forward for BBL.  According to a report published by the CIPD (Ian Brinkley et al, 2020), employers reported that an average of 54% of employees were constantly home working, from these figures it would be prudent to assume that homeworking will be an ongoing consideration for employers going forward. 
However, if BBL chooses to turn down the request, then the employee must be given the right to appeal this decision after receiving the outcome letter. It is important to consider who will hear the appeal as the manager who is involved in the initial hearing should not also hear the appeal. This is due to the potential requirement for the manager holding the appeal to have the authority to overturn the original decision if needed. 

With regards to case law, it would be prudent to take into consideration the case of Smith V Gleacher Shadlock LLP (2015) where the ET stated that requiring a mother to work full-time did not amount to sex discrimination as the business had evidenced that it would be at a detriment if they allowed her to work part-time hours. On this basis and from the reasons given by BBL, it is unlikely that if this case went to ET it would be successful. 

[bookmark: _Toc71487785]Section B. Q2
 
With regards to LB’s request to raise a grievance, it would be prudent to explore options of informal resolution with LB before moving towards the formal grievance procedure. Informal methods of resolution, such as mediation can be useful in resolving conflict. Meditation has been found to reduce cases going to legal action, therefore saving time, money and distress to the individuals involved (Tony Bennett, 2014). 
If LB does not want to progress with informal resolution and wants to raise a formal grievance, BBL must respond to the grievance by utilising the organisations' grievance policy or if or if BBL does not have one,  the ACAS Code of Practice on disciplinary and grievance procedures.
LB’s grievance should be made in writing and should include the reasons for her grievance, evidence relating to the complaint and the desired resolve for the conflict (ACAS, 2020). On receipt of the grievance, BBL  should arrange a formal grievance meeting to take place this should be within a reasonable amount of time. The grievance investigation and the grievance hearing should not be held by her line manager, as the grievance relates to his conduct and therefore lacks impartiality. 
LB should be notified of the meeting in writing, with the right to be accompanied by a TU rep or a work colleague. Following the meeting once a decision has been made on what course of action to follow, this should be communicated to LB in writing, with the right to appeal the decision if she does not agree with the outcome. 
With regards to the query relating to notifying colleagues as to the reasons for another staff member’s absence, you should not do so without the staff member’s consent. 
LB has raised the complaint regarding sensitive personal data that has been shared without her permission. Her medical information, relating to her reasons for shielding, has been processed without her consent. This is a Breach of the Data Protection Act 2018. The act states that data should be processed lawfully and fairly with the individual’s consent, certain data such as health-related information has additional protections under this act (Data Protection Act, 2018). 
For the reasons stated above it would be fair to notify colleagues in LB’s team that she would be absent, due to work cover requirements for example, but not to divulge the health reasons which has led to the absence. 
Staff records, including those relating to absence and sickness, should not be kept longer than necessary and must be for a legitimate purpose. It is a recommendation that a data controller or the organisation have a system in place to review files and ensure that they are not being kept longer than needed. There are statutory retention periods for information relating to certain subjects such as Health and Safety and pensions. However, for subjects such as sickness absence, there is no statutory retention period. The time period to bring a claim in this area is varied, with the UK Limitation Act (1980) allowing a 6-year time limit to bring certain legal proceedings against an employer. For example, 6 years for breach of contract, 3 years for personal injury and 3 months (minus one day) for disability discrimination.  For these reasons, it may be advisable to keep sickness records for up to 6 years post the absence occurring, in case of potential claims  (CIPD, 2020a). 
These records are highly confidential and should be stored securely. 
In circumstances where there has been a breach of the Data Protection Act, LB could report the breach to the ICO (2021a). The ICO can issue a fine to organisations that breach the act. There are two tiers of penalties the standard and the higher. The standard maximum is £8.7 million or 2% of turnover and the higher maximum amount is capped at £17.5 million, or 4% of annual turnover in whichever is higher (ICO, 2021b). 
With regards to the query relating to the RTW conversations, these should continue. Under the Health and Safety Act (1974), employers have a duty of care to ensure that staff are safe and protected in the workplace. If an individual is not well enough to return to work and this isn’t picked up in a RTW conversation, then it may pose a risk to the individual and the organisation. 
As LB has an underlying health condition, it may be that it constitutes a disability under the Equality Act  (2010) and therefore there may be a requirement to provide reasonable adjustments to support this. This would be something that could be discussed at the RTW.
A RTW conversation is also important in terms of determining if a risk assessment may be required for the employee on their return to work. For example, if stress at work is cited a stress risk assessment could be completed or a DSE assessment may be needed if there is an adjustment to a working environment on their return. It is important to reduce risks to the employee as much as is reasonably practical in a work environment (The Management of Health and Safety at Work Regulations, 1999). 
For these reasons it would be advisable to explore the reasons with LB as to why she has these apprehensions and explain the benefits of having a RTW, which will hopefully provide a remedy for her resistance to these conversations. 

[bookmark: _Toc71487786]Conclusion
In conclusion, it is important that flexible working requests are given adequate consideration when submitted to BBL. Meetings should be held in a timely manner with notice in writing and the right to be accompanied.   Although, BBL do not have to agree with the requests made by an employee, if the request is going to be denied it is important to detail the reasons for the refusal and the employee must be allowed to appeal the decision. 
With regards to the points raised relating to the grievance, informal resolution should be explored as a first attempt at resolving the issue, however, if this is not suitable then a formal grievance can be made and the ACAS code of practice on grievances should be followed. 
Sickness and health records relating to staff should always be treated as highly confidential and should only be kept as long as needed. It would be prudent to appoint an individual to review current documentation so as not to fall foul of the GDPR and the Data Protection Act 2018.  Personal information relating to staff should only be disclosed with their consent unless there is a legal reason to do so. 

[bookmark: _Toc71487787]Recommendations 

A full table of recommendations is included in the Action Plan in Appendix 2 Action Plan for Big Buses Ltd. 





[bookmark: _Toc71487788]Appendix 
[bookmark: _Toc71487789]Appendix 1 Flexible Working Request Form 
(Gov.uk, 2014)
[image: ]
The right to request flexible working
Form FW(A): Flexible working application form
Note to the employee
You can use this form to make an application to work flexibly under the right provided in law to eligible employees.  Before completing this form, read the guidance on the right to request flexible working on GOV.UK, and check that you are eligible to make a request. 

You should note that under the right it may take up to 3 months for your employer to consider a request and possibly longer where you have agreed to a longer decision period with your employer.  You should therefore ensure that you submit your application to the appropriate person well in advance of the date you wish the request to take effect.

It will help your employer to consider your request if you provide as much information as you can about your desired working pattern.  It is important that you complete all the questions as otherwise your application may not be valid.  When completing sections 3 and 4, think about what effect your change in working pattern will have both on the work that you do and on your colleagues.  

Once you have completed the form, you should immediately forward it to your employer (you might want to keep a copy for your own records).  If the request is granted, this will be a permanent change to your terms and conditions unless otherwise agreed.

Note to the employer

This is a formal application made under the legal right to apply for flexible working and the duty on employers to consider applications in a reasonable manner.  You have three months after the day you received this application in which to decide whether to grant the request.  This period can be extended if you agree to a longer deadline with the employee; any such agreement must be made either within period in which the decision is to be made or in the three months immediately following the end of that deadline.  

You should confirm receipt of this application using the attached confirmation slip. 

Forms accompanying the guidance have been provided for you to respond to this application.

1.	Personal Details

Name:					Staff or payroll number:

Manager:				National Insurance No:


To the employer

I would like to apply to work a flexible working pattern that is different to my current working pattern under my right provided under section 80F of the Employment Rights Act 1996. I confirm I meet each of the eligibility criteria as follows:

· I have worked continuously as an employee of the company for the last 26 weeks.
· I have not made a request to work flexibly under this right during the past 12 months.

Date of any previous request to work flexibly under this right:

If you are not sure whether you meet any of the criteria, information can be found on Gov.UK. 

If you are unable to tick all of the relevant boxes then you do not qualify to make a request to work flexibly under the statutory procedure. This does not mean that your request may not be considered, but you will have to explore this separately with your employer. Many employers offer flexible working to their staff as best practice.



2a.	Describe your current working pattern (days/hours/times worked):



2b.	Describe the working pattern you would like to work in future (days/hours/times worked):



2c.	I would like this working pattern to commence from:

Date:


3.	Impact of the new working pattern

I think this change in my working pattern will affect my employer and colleagues as follows:



4.	Accommodating the new working pattern

I think the effect on my employer and colleagues can be dealt with as follows:



Name:						Date:

NOW PASS THIS APPLICATION TO YOUR EMPLOYER




"
· - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
Cut this slip off and return it to your employee in order to confirm your receipt of their application

Employer’s Confirmation of Receipt (to be completed and returned to employee)

Dear:

I confirm that I received your request to change your work pattern on:
Date:

I shall notify you of my decision on this application within three months of this date, unless we agree a longer deadline for this decision.  

From:



[bookmark: _Appendix_2_Action][bookmark: _Toc71487790]Appendix 2 Action Plan for Big Buses Ltd

	Action
	Responsibility
	Date Due
	Costs

	Approach GR and discuss the possibility of a settlement agreement. 
	MD 
	ASAP
	These will vary depending on the agreement made. 



	Review Disciplinary and Grievance policies and ensure they align with ACAS Code of Conduct. 

	MD 
	ASAP
	It would be advisable to use a HR consultant or utilise BBL’s in house HR team if one is available. An approximate day rate for a HR consultant would be around £500. (Peninsula Group Limited, 2021)

	Ensure training is conducted with managers and supervisors on conducting investigation and disciplinary meetings. 

	MD 
	ASAP
	Courses for managers that cover these topics can cost around (£195+ VAT) per manager (Revolution Learning,2021). 

	Review H&S policies and appoint a H&S committee in the organisation.

	MD
	ASAP
	HSE website provides guidance and templates for H&S support (Free) 

	Respond to JD flexible working request in a timely manner following the ACAS guidance for flexible working.
	MD
	ASAP
	N/A

	Implement a flexible working policy and review other family friendly polices in the organisation 
	MD
	ASAP
	It would be advisable to use a HR consultant or utilise an in house HR team if one is available. An approximate day rate for a HR consultant would be around £500. (Peninsula Group Limited, 2021)

	Implement a Data Protection policy in the organisation.
	MD
	ASAP
	The ICO has guidance and information on their webpages (Free)

	Provide training for staff on GDPR and Data Protection Act. Appoint a Data Officer in the organisation.

	
	
	

	Review current documentation storage and audit personnel files to ensure they’re compliant with GDPR and Data Protection laws. 
	MD
	ASAP
	The ICO has guidance and information on their webpages (Free)
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