MANAGING DISCIPLINE AND GRIEVANCES

WITHIN

COMPANY

MANAGING DISCIPLINE

The purpose of discipline

Disciplinary steps are instituted in order to obtain the co-operation and involvement of employees in the workplace and to protect the interest of both the employee and the employer in the process of dealing with the unacceptable behavior or work performance of an employee.  It is important to note that the promotion of correct behavior rather than the mere application of a punitive measure is of primary concern.  The corrective and educational aspect of discipline must therefore always be emphasized.

Application of discipline

The application of discipline is the responsibility of the line management.  An important aspect to be emphasized is that the responsibility to discipline should be delegated to the lowest possible level in order to increase the legitimacy and involvement of line management in respect of their management of subordinates.  It contributes to the process of managing people and compels line management to create a climate and structure wherein it is possible for employees to react in a motivated manner within the rules and regulations of the company.

PROCEDURE FOR HANDLING DISCIPLINE

Holding the informal interview:

(This is undertaken by the line manager / supervisor)

1. Determine if an infringement took place.

2. Immediately hold an informal interview with employee and decide whether category “A” or “B” infringement.

3. Examine employee’s record.

Category “B”
Advise respective officer by 

                                    completing disciplinary incident report form.



Category “A” 

Motivate and convey to employee that-






- This conduct is unacceptable.

- The employee is aware of this and

   should not repeat this behavior.

4. Decide on action

· A verbal warning, or

· A written warning, which will be destroyed after a period of appeal.

5. Inform employee.

6. Record.

Handling category B infringements

1. Formulate complaint:

· Complete annexure A and issue to alleged offender/s.

· Advise employee of his rights to call witnesses and a representative.

2. Allow the prescribed period of five (5) working days to lapse (you may agree on a shorter period).  The date for the hearing may be set immediately.

3. Set date, time and place for hearing:

· Arrange impartial Presiding Officer.

· Issue annexure B (notification to employee regarding hearing).

· Notify witnesses 

· Arrange for interpreter if necessary.

Preparation for the disciplinary hearing (Presiding Officer)

1. Ensure that all relevant documents are available and in order.

2. Arrange for minutes to be kept and the hearing to be recorded on tape.

3. Are all who need to be present released from duty

If  you are satisfied that the above has been complied with you may proceed with the disciplinary hearing.

INFRINGEMENTS

Category A

Infringements of a less serious nature

· Absence from duty without authority.

· Reporting late for duty.

· Leaving place of work without authority.

· Failure to report illness or to otherwise arrange for the circumstances to be reported

· Disregard a reasonable and lawful order from competent authority.

The above are examples but are not restricted thereto.

Category B

Infringements of a serious nature

· Theft.

· Fraud.

· Dishonesty.

· Disregarding a reasonable and lawful order from competent authority.

· Intoxication / under the influence of alcohol or dependence producing drugs while on duty.

· Serious neglect of duty.

· Assault.

· Assuming a threatening attitude towards a fellow employee.

· Repeated category A infringements.

The above are examples but are not restricted thereto.

DISCIPLINARY ACTIONS

Category A

· A verbal warning, or

· A written warning which will be destroyed after the period of appeal.

Category B

· A verbal warning, or

· A written warning that will be valid for six (6) months, or

· A serious written warning that will be valid for six (6) months wherein it is clearly mentioned to the employee concerned that any further infringements can lead to dismissal, or

· If one of the actions, as mentioned, is not acceptable, the two parties can agree to another action, on condition that such action is not a fine, or

· Dismissal from the time and date on which the disciplinary action is verbally conveyed to the employee.

MANAGING GRIEVANCES

What is a grievance?

A personal feeling of dissatisfaction or injustices felt in the work situation which can be brought to the notice of different levels of management.

Objective of a grievance procedure

1. To provide employees with a formal, effective communication channel to submit a grievance without fear of victimization.

2. The grievance must be solved quickly and as near to the source of origin as possible in order to prevent it from developing into a major dispute.

Reason for a grievance procedure

1. Neutralizes conflict and provides escape channel for frustration.

2. Creates an opportunity for employees to raise their grievances without the fear of victimization.

3. Promotes an honest and open relationship between employee and supervisor.

4. Enables management to identify causes of dissatisfaction.

5. To improve employee morale and subsequently productivity.

GRIEVANCE PROCEDURE

The interview process

1. Interview grievant privately.

2. Allow grievant to make verbal representation as well as assistance by fellow employee / representative.

3. Call witnesses if required to clarify grievance.

4. After listening to grievance:

· Make decision if no further investigation is required.

· If grievance requires investigation, give feedback to grievant within time constraint.

· If a decision cannot be made at your level or grievant not satisfied with reply, advise to take next step.

· Keep grievant informed.

MANAGING UNACCEPTABLE BEHAVIOR

It is imperative that organizations establish rules, standards, procedures, etc. in order to ensure their success.

Should these rules etc. be broken, corrective action must be taken to return the situation to normal.

Under common law the employer bears the burden only of justifying a disciplinary dismissal.  However, the Industrial Court has also placed the same burden on the employer in cases of dismissal other than for disciplinary reasons.

An employer who wishes to terminate the services of an employee on the latter grounds must be satisfied that there are sound reasons therefore i.e. that it is legally justified and follows a fair procedure in arriving at that conclusion.
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