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Task One: Written Answers to Questions
[bookmark: _Toc103186991]Explain the role of employee voice in relation to engagement and wellbeing, the range of employee voice tools and approaches and how the concept can contribute to the design of better working lives (AC 1.1, 1.3, 1.5).

According to Labour Market Outlook: Winter 21–22 (2022), a large proportion of employers (46%) continues to face recruitment challenges in the form of hard-to-fill vacancies. What is also evident however, is that worker retention will be an equally critical issue for employers: 41% have reported increased staff turnover or difficulty in retaining employees over the last six months. They go on to state that many are advertising more jobs as flexible or improving flexible working arrangements. Upskilling existing staff and increasing investment in training and development were also popular responses, alongside a greater focus on employee wellbeing. In the hope that investing in their current staff and looking at what motivates workers, other than money, will help retain staff and draw new employees. 
The employ voice is defined by Dromey’s definition: ‘the ability of employees to express their views, opinions, concerns and suggestions, and for these to influence decisions at work’ (King et al., 2021). This could be done in an organisation in a formal or informal way. Some organisations opt for suggestion schemes and attitude surveys or can be a conversation between employee and manager. An effective voice is unlikely to be from one individual alone and from use of only one channel of data collection. 
In the 1980’s, trade unions were a massive part of working life. They would speak on behalf of the employee. However, the working world has evolved, and all though trade unions still exist, according to a recent survey with the CIPD only 17% of respondents mentioned trade unions as a channel for voice. The most common channel was one-to-one meetings with a line manager. This shows that as the work force develops, they want a more personal and direct working relationship with their line managers (CIPD, 2021). 
There are many ways that the employee voice can be heard in an organisation. Direct representation, as mentioned above, is not being represented by a trade union and is the employees’ ability to influence decision-making themselves, this could range from day-to-day tasks the employee carries out or on a wider organisational decision making on whole. The UK government require an employee representative to sit on boards to speak for the employees of an organisation in terms or corporate governance. Technology also plays a factor in the employee’s voice being heard. With hybrid working, communicating with employees or line managers that are rarely seen could have been difficult, but ensuring that topics of interest are tackled via the use of Zoom or Teams and the use of organisational systems and Intranets as well as social groups on Facebook (CIPD, 2021).
As a form of employee voice’s being heard, an organisation should have a policy in place to deal with whistleblowing. Employees should know that their voice is being heard and follow the policy’s step to make an official statement. 
Having a strong culture of employee voice can be beneficial to the employee as well as the organisation. The employee can feel more motivated and have a better sense of well-being knowing that their opinion matters and is valued. The organisation will see the benefits of a more productive workforce if they are motived in the right way. 

[bookmark: _Toc103186992]Critically evaluate the link between employee voice and improved organisational performance (AC 1.4).

Organisational performance is defined as the actual output of a company measured against the intended output. An organisation ca set targets for itself, but organisational performance looks at how the organisation is performing to reach the targets and if the organisation is being realistic in the targets that it has set. 
Leadership is one of the most significant influencing factors of organisational performance as it has a direct impact on the failure and success of an organisation. Organisations that have strong leadership at the helm inspire confidence amongst its employees as well as consumers. Employees look up to a good leader for directions because they have faith in their abilities. If the leadership within an organisation is supportive, committed and concerned for the welfare of every employee, the employee will repay this with loyalty and hard work. Employee voice is vital in good leadership. If the leader listens to the needs and wants of the employee, then they can gather the most out of each other and help drive success. 
Another factor is the environment of the workplace. This aspect looks at how well equipped the employees feel. For example, if the organisation started working from home due to the pandemic, did the organisation make sure its employees has the necessary and essential props and supplies for working from home and did the employee feel just as supported at home as they did in the office. Having a means that the employee can still feel involved working remotely by checking in or asking the employees what they needed and how they expected the transition to pay out (SETHIBE, 2018).
Motivation is an effectual key that nudges an individual’s persistence power, sense of direction and intensity to work towards achieving a goal. Having a motivational leader that the employees trust and a leader that empowers their employees means that the organisation should thrive. An organisations employees are known for being loud or complaining when they are unhappy, but it is also beneficial to hear and listen to your happy staff and ensure they stay that way. Knowing what motivates and challenges the employees will help get the most out of them (Bhasin, 2020). 

[bookmark: _Toc103186993]Explain the difference between employee involvement and employee participation and their link to unitarism and pluralism (AC 1.2).

Studies have shown that employee participation in the development of performance measures can increase job performance. Representative participation refers to schemes under which employee representatives meet managers on a regular basis in the case of scheduled committees, or through more ad hoc arrangements. The essential characteristic is that participation is not direct between individual employees and their managers but is mediated through representatives. Approaches include:
· Collective representation 
· Partnership schemes 
· Joint consultation 
· Employee forums 
· European Works Councils (CIPD, 2017)
Having representatives in place can cause organisations and workers have both similar and different interests in the employee relationship as well as these different agendas can result in tensions and conflict, which must be managed (for example, through discipline and grievance procedures).
Employee involvement is where managers can use a range of techniques to directly tap into employee ideas and opinions to improve work processes. Techniques include means such as digital media, two-way communications, suggestion schemes, attitude surveys and working groups. However, there are less-formal ways of communication like the use of social media or ESNs through which employees can converse with colleagues at the same time as giving their opinions to management. The use of these techniques is unitarism, which is a united team who pull together behind the authority of the manager in order to pursue the organisation’s goals and the employee relationship is characterised by harmony, co-operation and a team ethic. 





[bookmark: _Toc103186994][bookmark: _Hlk103184620]Explain the roles and typical approaches taken by the key parties in employment relations: trade unions, management, government and its employment relations agencies and the reasons why collective bargaining is used (AC 4.1, 4.2, 4.3). 

Several parties are involved in the employer-employee relations system. The main parties are trade unions, management, government, and its employment relations agencies. These groups interact within the economic and social environment to shape the employer-employee relations system. 
Role of management in employee relations has increased in comparison with the roles of the government and trade unions. How a manager approaches their employees is referred to as management style. According to Kilroy and Dundon (2015) the management styles are organisational leader, policy enactor and employee coach. Front line managers are the managers that the employee deals with from day to day. The way that they interact, and the relationship they have, with this manager maps out how they feel in work. Some managers shy away from the responsibility of having hard conversations and it is vital that in small to medium-sized enterprise, companies that average around 500 employees or more where a lot of responsibility falls on the managers, that the managers are trained to deal with employment relations. It is also vital that companies with a significant number of employees have HR or a HR representative that can advise managers as well as train them and help in any difficult circumstance where the manager feels overwhelmed. Larger organisations, such as a public health board or a multinational company have HR departments who are up to date with all the laws with regards to employee relations, but the employee is still a human being in both kinds of companies and deserves to be treated in such a way regardless of the organisation having a HR department, one HR officer or a front-line manager. 
Employee representatives are a means of combating imbalances of power and unfairness at work, such as concerns, wages, work conditions. The government play a role in this. They set new working laws and rights form employees. There are also government agencies that can help employees such as ACAS or the Equality and Human Rights Commission (EHRC). Here employees can go and find free and unbiased information about where they stand in work, what their rights are as a worker and any advice on how to take matters further if needed. Sights like this allow the employs to gain knowledge and power when they could feel at their most vulnerable (Bingham, 2016).
Employees need to choose to be a member of a trade union, or some organisations naturally have trade union in place for workers to use if they feel the need. The role of a trade union is representing the interests of their members in pursuit of democracy in the workplace. The trade union can represent more than one member from an organisation, or it can represent one member individually. The aim of a trade union is to rebalance the levels of power between the manager and the employee. In recent years the use of trade unions has declined. This is due to less people paying to be members of a trade union and the trade unions influence declining. Employees can now find information more freely online and represent themselves. 



[bookmark: _Toc103186995]Explain different types of individual and collective conflict behaviour and some of the evolving approaches that can be used to manage these. Your response should include and distinguish between:
· [bookmark: _Toc103186996]conflict and misbehaviour
· [bookmark: _Toc103186997]official and unofficial industrial action 
· [bookmark: _Toc103186998]third party conciliation, mediation and arbitration (AC 2.1,2.2,2.3,2.4)

Conflict can be defined as disagreement between two or more parties as for example, individuals, groups, departments, organisations, countries - who perceive that they have incompatible concerns (Bloisi, 2007). Effective conflict management helps organisations to keep in touch with new developments and create suitable solutions for new threats and opportunities.
Naturally in life conflict is going to appear and it’s how individuals and organisations deal with conflict that sets the tone for the organisation. Managing conflict is a way to improve organisational decision making and resource allocating, ultimately making the organisation more effective (Kabanoff, 1991). Conflict can occur in an organisational setting for a number of reasons such as competition or uncertainty or systems that pit people against each other. Along with organisational issues, interpersonal factors that can cause conflict in the workplace could be differences in personalities or errors due to bad communications. 
Ways to resolve conflict are through conciliation, aarbitration and mediation. Mediation is when an independent and impartial third party discusses a problem with you and your employer to try and find a solution. Conciliation is similar to mediation but is normally used when you believe you may be entitled to make a claim to an employment tribunal and arbitration is when a third-party makes a firm decision on a case after considering all the issues (GOV.UK, 2022). Sometime, trade unions would be willing to work on behalf of the employee in situations of conflict with an employer or employee. An official industrial action is when the employees are members of a trade union, and the action is authorised by the union. An employee who is not a trade union member is able to take part in an official industrial action that has been authorised. An unofficial industrial action is when the action has not been authorised by the union (Qureshi, 2018).
ACAS is a good way for employees and employers to gather information and help in times where conflict has arisen. Acas is an independent public body that receives funding from the government. They provide free and impartial advice to employers, employees and their representatives on employment rights, best practice and policies and much more. ACAS’ research on conflict in the workplace has discovered that 22% of them asked had seen conflict become an issue. 81% said that conflict has a negative impact on performance. The research also determined that smaller business use their line managers to resolve conflict while larger organisations use a HR department. This is mostly successful in smaller businesses as line manager choose less formal means to resolve the issue, however line managers need to be trained on the matter for it to be successful. Some ways to resolve/minimise conflict issues that ACAS believes are training managers to handle difficult conversations with employees (Acas can provide advice and training) this could be bringing up conversations about body oeder or discussing an employee’s attitude. Managers can also encourage open expression of opinions and recognise the importance of feelings. They can do this by making sure all employees feel their feelings are important by holding quite sessions or having a wellness session where feelings are discussed in a controlled manner, potentially brining someone in from a psychology team to make sure meetings are structured and followed up afterwards. Creating a safe space to listen to what people have to say, encouraging the employees who usually are less outspoken to speak but finding the balance as to ensure they don’t feel pressured into speaking or voicing opinions they don’t want to. Having a more human interaction with employees and creating a work culture that focus on interests and not positions and personalities, ensuring employees are working in an area or on a project that is of interest to them can really help motivate them. Making it known and having clear discipline, grievance, and dispute procedures for dealing with conflict. Making sure that whistleblowing isn’t made a taboo subject and that all employees know how to go about brining up an issue without having to ask for help to do so which could impact on the confidentiality of the subject matter (ACAS 2022). 
The CIPD believes that employers and employees should seek informally to resolve most matters that arise in the course of the working relationship. This approach helps minor concerns to be resolved speedily without the need to have recourse to formal action. It also limits disruption to work and reduces any personal embarrassment in discussing issues of concern.  

Disciplinary and grievance procedures are essential when informal mechanisms are ineffective, or where they are inappropriate given the nature of the issue arising. These procedures can also help prevent unnecessary staff turnover and absenteeism, as well as avoiding costly and time-consuming tribunal cases.


Task 2 – Case Study

[bookmark: _Toc103186999]You are a stand-alone HR Officer working for ABC limited, which has 150 employees at one site. A manager has advised you that they would like to take disciplinary action against an employee who has allegedly been bullying a fellow colleague. The manager has not yet spoken to the employee in question and has not witnessed the act himself. 
· [bookmark: _Toc103187000]Explain the skills required for effective grievance and discipline handling procedures (AC 3.3).
· [bookmark: _Toc103187001]Outline the information you need to advise the manager of the actions they can take (AC 3.2, 3.4).
· [bookmark: _Toc103187002]If the manager had proceeded with the disciplinary without an investigation or informal discussion prior, what impact would this have had if the case had gone to tribunal; discuss the possible implications for the organisation (AC 3.1).

A grievance procedure is used to deal with a problem or complaint that an employee raises where as a disciplinary procedure is used by an employer to address an employee's conduct or performance (ACAS, n.d.). According to the CIPD a grievance should, in the first instance, be dealt with informally. If, however, it is of a more serious nature, the employer may have to move to a formal process which means invoking the grievance procedure. This procedure should be done with no bias or discrimination. The Employment Act 2008 will guide employees and employers on provisions governing discipline and grievance. If a grievance is taken forward it could end up in an Employment Tribunal, these are independent judicial body established to resolve disputes between employers and employees over employment rights. Usually, cases of discrimination or unfair dismissal end up here. If cases are being escalated managers should follow ACAS’ code which involves them carrying out an investigation to establish the facts of the case and then notifying the employee in writing with evidence of the grievance. The manager must notify the employee that they have the right to be accompanied to the meeting and the manager must give the employee the right to ask questions and respond to the allegation and then the manager can decide the appropriate action to take be it a written warning of a dismissal. The manager must give the employee the right to appeal (ACAS).
Employment tribunals can look at many different claims such as unfair dismissal, pay, whistleblowing and working time regulations (Taylor, 2021). Tribunals were intended to be a less formal alternative to the court system, with claimants representing themselves or being represented by a union, but as employment law has become more complex and lawyers have had to become involved. Employment Tribunals are free, and the claim can only be up to £25,000. The tribunal is made up of usually a judge, but a panel can be used for more complex cases like discrimination or whistleblowing. In some cases, the claimant may not be happy with the outcome, they can apply for reconsideration, but only have 14 days to do so or they can appeal. These appeals are taken to the Employment Appeals Tribunal (EAT) and then to the Court of Appeal. For employees who are higher paid, they would tend to use the County Court as it is also free to use but the claim sum is larger.
To start the process of an employment tribunal, the party needs to tell ACAS that they have a claim, this is early conciliation. ACAS will allow the claimant (person making a claim) and the respondent (person being notified that there is a claim against them) to reach an agreement without having to go to an employment tribunal. A claim to an employment tribunal must usually be made within 3 months less 1 day (this is the 'limitation date’). When ACAS receive the early conciliation notification, the limitation date gets extended so there is enough time for early conciliation to take place (ACAS, 2019). The respondent has 28 days to complete and return the ET1 form to the tribunal. It’s very important that employers deal with the response form as a priority. 
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