Discipline and Grievances
Discipline plays a critical role in an organization. For an organization to have a workforce committed to achieving its goals, discipline is an inevitable phenomenon. It is demonstrated through employees respect and observation of the rules and regulations of an organization. Since no human being is perfect, these rules and regulation exist to help point out misconduct among employees and provide corrective action plans.  
Discipline issues are majorly concerned with disregard or negligence of an organization’s rules and regulations. Employees may also fail to meet expected principles of conduct, performance, attitude, appearance or failure to improve after previous engagements like counseling or written warnings (Rollinson, 2017).  The specific example of disciplines issues may include fraud, theft, criminal activities, deception, misrepresentation, professional negligence and misusing a company’s property among others. 
A grievance is a claim made by an employee outlining how they are adversely affected by misapplication or misinterpretation of a collectively bargained agreement or written policy within an organization. Grievances can signify underlying problems in the organization and management of an organization must be critical in addressing these grievances (Jackson. 2015).  Employers can foster good working relationships with employees if they address grievances raised by employees.  Grievances in an organization may include wage hours, sexual harassment, promotions, unfair dismissal, and bad treating among others. 
Disciplinary Procedure
A disciplinary procedure is a comprehensive and clear procedure detailed by an organization to ensure that all its employees follow certain sets of norms of discipline or codes of conduct in their routine activities. The written procedure should be clear, transparent and have consistent steps on how an employee should behave and the penalties for not observing disciplinary procedures.   It is important to note that employee dismissal can be a serious matter beyond simply losing a job and if not carried out systematically, can easily land an organization into legal issues. It can also bring psychological pain to the victim or cause a hurting societal stigma. As a result, the Rights Commissioner and the Employee Appeals Tribunal and Civil Courts as well other bodies emphasize fair procedures and justice is given to employees of an organization. 
The main purpose of disciplinary procedures is to ensure that all employees in an organization meet the expected standards both in performance and conduct while discharging their duties.  Before a disciplinary procedure is subjected to an employee, the employee should be counseled informally about his/her misconduct. This ensures that the procedure is not subjectively punitive in nature.
Informal Counselling  
This pre-disciplinary procedure should be undertaken by a manager or supervisor, and it is carried out to check on the employee’s understanding of the expected standards. At this step, the employee should be told the areas of concern, be given an opportunity to explain their situation, be given a program to bring the expected improvements and be given a copy of the notes on the agreed action to be taken; signed by the employee and manager/supervisor (Rollinson, 2017). 
In the event that informal counseling fails to bring the expected improvements, the formal disciplinary procedure will be instituted.  However, many organizations are unfamiliar with the standard implementation procedure and often expose themselves to unfair dismissal claims. In the case given, Layla is opting to quit because the company cannot accommodate her work schedule adjustment. In addition, she is nursing and motherhood without supporting income is likely to subject her to tough living conditions. She is likely to suffer psychologically and the employer is not interested in making any engagement to retail her. 
It is also important to note that it is possible Layla is responding out of stress from her responsibility as a mother. It would be ideal if the management attempted counseling her to see if she could change her position. An organization should be ready to go an extra mile to retails its best employees. 
Fair Procedures and Common Justice 
The SI 146 of 2000 Industrial Relations Act, 1990 Declaration only contains guidelines which are not mandatory. However, missing out the stipulations in the Codes outlined in the declaration amount to a mistake by the employer (Jackson. 2015).  The main points include:
1.    All employers should have approved procedures to deal disciplinary matters
2.    All organization supervisors and managers should be aware of these procedures and apply them
3.    Employee representatives must be selected/ elected and be able to represent employees in disputes. 
4.    Any misconduct issue should be handled fairly and the concerned employee is given a chance to make explanations. 
5.    Available sanctions should be considered. 
6.    Warnings that do not attract disciplinary actions should be removed from employee records after a certain period of time. 
A fair procedure should be rational and fair, have a basis, be clear and have appeal mechanisms. 
Invoking formal disciplinary procedures
The standard procedure observes 4 stages. These include verbal warning, first written warning, second written warning, and finally dismissal. However, the employer is allowed to begin at stage 4 depending on the severity of a mistake. 
Verbal Warning
At this stage, the employee is summoned for a meeting in which he can come with a representative. The representative can be a trade union rep and not a legal representative. His role is to take minutes of the meeting.  At the meeting, the employee is informed of the issue of concern and allowed to make an explanation. After the meeting, the employee is handed a confirmation letter. This letter confirms that an oral warning has been issued to an employee and states a set of expected improvements. It also informs the employee of the period of monitoring and that 2nd stage of disciplinary procedure would be taken if no improvement is realized. The letter also outlines the validity of the warning letter.
The first written warning
This warning is issued within the monitoring period if the employee is not improving. Prior to this, the employee is invited for a meeting, informed of misconduct and allowed to give an explanation. The letter issued will outline misconduct in question, suggest position solutions and advice possible punishment if no improvement is observed. It has a monitoring validity of 3 months. 
The second written warning
If the expected improvement is not achieved, a final warning is issued with twelve months period of monitoring.  The letter informs the employee that it will be the final warning preceding dismissal and should only refer to the misconduct in question from the first stage.
Dismissal
Where the employee has completely failed to register some improvement, the employer conveys a meeting with the employee and his representative.  The employer will then outline the misconduct of concern and several efforts they have jointly tried to initiate to improve the employee in vain and inform the employee the dismissal is in agreement with disciplinary procedure. The employee is given a dismissal letter ratifying the dismissal and is 14 days to appeal the dismissal (Jackson. 2015).  
In the event of gross misconduct which may include criminal acts, assault, and theft and among others, the employer is expected to notify the employee of the accusation as soon as possible. An investigation may be carried out and if necessary, the employee may be suspended until the outcome of the investigation is out. 

Importance of Criminal Procedures
Organizations must have standards of conduct and performances reinforced by the organization's rules.  Disciplinary procedures ensure that employees observe rules of an organization. For the organization, these rules ensure that misconduct is handled consistently and fairly across the organization (Jackson. 2015).   
Clear and detailed disciplinary procedures that are communicated and used effective foster a happier working environment as all employees understanding their expectations and possible punishment if they fail to meet the expectations. The employer also minimizes the risks of employees escalating punishments to employee tribunals. In the case study given, Layla seems not aware of the disciplinary procedures existing in the company and this shows the possibility of the company lacking clear and detailed disciplinary procedures or failing to inform its employees of their existence.
Disciplinary procedures are tools that help managers and supervisors in the management of human resource. Supervisors and managers are able to address employee grievances on time and satisfactorily. The Human Resource Manager does not understand the possible risk from her decision implies that the organization lacks properly detailed disciplinary procedures to address employee grievances. The Human Resource Manager’s decision appears to be a made outside any possible existing procedures. 
Through these procedures, employees are able to modify their conduct and performance to meet the expectation of the organization. Ideally, the purpose of disciplinary procedures is to help employees improve. Employees are given chances to improve their conduct and performance through preliminary counseling and subsequent stages preceding dismissal. At these stages, employees are informed of expected standards of performance or conduct and those committed to an organization’s goal are able to improve. 
If disciplinary procedures exist in the case company, then they are not tailored to support employees but rather punitive. If indeed it was not possible to accommodate Layla’s request to change her working hours, it would be ideal for the Human Resource Manager to introduce temporary counseling for her. The counseling would entail communicating to her why her job position is subjected to rigid working hours. 

Grievance Procedure
Grievance procedures are processes through which an organization addresses employee complaints or resolve workplace disputes.  The procedure provides a hierarchy of structures through which employees present their complaints and managerial mechanisms for settling such disputes. A typical procedure defines the type of grievance, the stages through which the relevant parties engage in attempting to settle the dispute. It also outlines the parties responsible at each stage, the documents required and the duration of resolving a dispute (Peterson. 2009). These procedures should apply equally and fairly for all employees. This is contrary to Layla’s case. Her replacement had her working hours adjusted while Layla’s request is declined. This means the grievance procedures in the company are applied selectively.
Grievance procedures do not essentially need to be formal as formalities are likely to discourage employees from airing their grievances. For small businesses, the procedures may involve few lines in the HR manuals and designated to a single manager or supervisor.  Big companies can have an entire department dedicated to handling and addressing employee disputes.  Layla presented her concern over working hours; however, the HR rejected her plea and held that Layla had the option of invoking grievance procedure. The HR manager seems rigid since the issue already raised by Layla can substantially be considered a grievance which should not be ignored. 
Employees should be informed of the existence of these procedures and regularly reminded to encourage impulse responses.  Layla is not aware of the existence of the company’s grievance procedures and this implies that her employer failed to communicate the existence of these procedures to employees.  Knowing the existence of these procedures also encourages managers to less likely to ignore complaints. This is because they will be aware that in the event of a lawsuit, top management would be involved. Grievance procedures protect employees against subjective management decisions in terms of dismissal, discipline, benefits, and promotions.  The procedures also provide employers and labor unions with formal processes for functional contracts between the employees and employers. 
Organizations must support these procedures with constant actions if they want to sustain good employee relations. For these procedures to work effectively, all parties in the organization must consider them as existing for the mutual good of all parties (Peterson. 2009). Ideally, a good and effective grievance procedure allows employees to air their grievances to management, and helps management to identify problems and solve them. Layla is a nursing mother, and a simple request to have working hours flexible is declined. Human Resource manager and his colleague seem not to understand the complex legislation involving nursing mother. Many States in the U.S are passing laws to create a better working environment for nursing women and many organizations are embracing these changes by creating more flexible working schedules for breastfeeding mothers.it is evident that the Layla will sue the company. 
 There is significant evidence that some employers may use information on raised grievances to punish the employees who raised them. This discourages employees from raising their complaints (Raymond, 2003). This eventually destroys the effectiveness of the grievance procedure. It is important to note that where general issues are raised, organizations should encourage anonymity in disclosure and employers to assure employees of their interest to accommodate criticism in the form of complaints. 
Typical Grievance Procedure
 The grievance procedure begins by an employee escalating his concern to his immediate supervisor within a given period of time after its occurrence. The supervisor allocates reasonable time to address the issue or forward it to the department head. This is very clear in Layla’s case when she called the Human Resource Manager to address her problem; the HR forwarded the issue for discussion with the Line Manager and Operations Director. A union representative joins the relevant meetings to negotiate on behalf of the employee.  If a dispute is not resolved, the grievance moves to the top managers and the president of the union in the organization. If the union fails to observe the set procedures, such a grievance is dropped (Raymond, 2003). On the other hand, if management contravenes the procedures, the organization is expected to resolve the dispute in favor of the employee. 
At this stage, if the dispute is not resolved, both parties are allowed to present their concerns to an arbitrator, who determines the rights of the involved parties under the labor agreement. The decision of the arbitrator is always final. Before the final decision is made, a mediator is introduced to attempt resolving existing differences. 

Conclusion
Discipline and grievance correlate interchangeably in the workplace. An employer is likely to cultivate discipline in the workplace by engaging employees and addressing their grievances. I have learned that many employers fail to implement well developed disciplinary procedures that are able to sufficiently address all workplace misconduct in a standard way. As a result, most of these employers make hurried decisions to dismiss employees before engaging all the standards stages. Ultimately, they find themselves in problems following lawsuits from employees. 
Companies need to understand all the codes and acts implemented in an organization are likely to affect their disciplinary decision. I have also learned that disciplinary procedure needs not to be punitive. Rather, they need to be supportive. It is evident that employee tribunals will try to understand and prove that the employer engaged the employee to improve beyond doubt before dismissal. Therefore, it is important for employers to put in place functional employee improvement policies. These policies should be reviewed regularly to meet the learning needs of subject employees.  
If not well handled, grievances can lead to employee dissatisfaction and ultimately, high turnover rates. As such organizations need to regularly address grievances raised by employees. Employees in organizations where grievances are addressed satisfactorily are likely to achieve job satisfaction and create long-term relationships with their employers. Top management should ensure grievance policies are procedures are implemented effectively. This helps to avoid biases in the middle-level manager who may be failing to report escalated grievances as a result of protecting their image.
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