~ - are found in the work environment related to problems of employccs;
.. can be-termed as collective bargaining. The objective -of .this: process

1
X
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Y[l colicctive Bargaining,

3.1.. COLLECTIVE BARGAINING
3.1.1. Concept of Collective Bargaining 4
The concept of ‘collective bargaining’ was first originated by Sidnef_
Beatrice Webb in Britain and also by Gompers in USA. The term colle
bargaining can be split into two words i.e., collective and bargaining.
collective process because the issues associated with employment term’gg
conditions are resolved by the represehtatives of management and-empl(?
together. It is ‘a bargaining process because methods like - negotia
‘discussions, ‘exchange of ‘facts ‘and ideas are used to solve an issw
collective bargaining, both parties cooperate to find a solution to the pgr:;

- as a group rather than as individuals. There is no direct confrontation

 the groups. For ‘example, in our daily lives while purChaSing .veg'etz_-;t{'
- fruits from the market everyone indulges in negotiations and bargaining
. the vendor to fetch the best price deal. Similarly, various types of negotii

_establish - win-win, conditions of employment for the-crepresen_tﬁ_ﬁ_\’ﬁg
.. employer and employees. It represents democratic decision-making, whi
- “for the people, of the people and by the people’. ’ P |

“According.to Dale Yoder, “Collective bargaining is essentially-a pr

in. which employees ‘act as a group in seeking to shape conditions
relationships in their employment’”. g i "
According to Cox, “Collective bargaining is the resolution of industrial prot
. between the representatives of employers and the freely designated represent
- of employees acting collectively with a minimum of government dictation”,:

_ According to R. F. Hoxie, “Collective bargaining is a mode of fixi
terms of employment by means of bargaining between an organised b
_ employees and an employer or an association of employers usually.?

_ through authorised agents. The essence of collective bargaining is a b?
" petween interested parties and not a decree from outside parties”.

3.1.2. Characteristics of Collective Bargaining

Characteristics of collective bargaining are as follows:

1) Collective: It is collective in two ways. Firstly_, the workers b{
collectively for the common interests and welfare of all the w0
Secondly, the management and workers mutually “arrive
agreement beneficial for both through negotiations.
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Collec : Bargaining Strength
: Both the parties have e

ua |

2) fgength and that is a feature of collecti
colleaive batg .
: ength, 3 their bargaining strength is equal.

0 dustrial democracy at a workplace.

ible: Collective bargaining is a grou e \ :
3) 2e\forkers apd management utilise tgheirl:;lg-lgvilg ;g mf;ltc: representatives -
obtained Wthl:l is acceptable by both the parties. Inﬂexibil-tsoluuqn.cz.m be
ol nd ideas should be avoided for a smooth bargaining proces
Collective. bargaimng 13 a give and take process whereg atllrllcl:ng o

o5 arrive at a solution by exchanging their diverse views c'(l)'ﬁgsril'lseg

tnctive characteristic of collective bargaining. -
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Ve equal bargainin
ve bargaining. In context ogf

argaining, both the parties bargain from a position of
p of equal

This process can be called as

 dis
voluntary: The act of coming together of workers and management
cannot be forced or 1mposec} upon anyone. Both the parties volunteer to
negotiate 10 have productive dialogue on various troubling issues
. Views of: each other are scrutinised extensively to find an agreeablc;

-«solution.-Hence,:collective bargaining is a voluntary process. .

Continuous: Collective bargaining is not a one-time process, which begihs
with negotiations and ends with an agreement. It is an on-going and
continuous ‘course of action. When two parties-agree on a matter, it is just
- the'starting of collective bargaining. This agreement has to be implemented
:n a continuous manner and further negotiations should be initiated. =
) * Dynamic: The process of collective bargaining itself is a dynamic one, as
he’ concépt undergoes a lot of changes and dévelops over time: There are
several changes in the manner agreements arrive, their implementation
process and the cognitive abilities of the parties. These rapid changes are
responsible for making :

the process dynamic and an evolved one.
") “Power 'Relationship:  The worker

s “and ‘'management  shares ‘a
relationship in which ‘both wants to extract the maximum from each
other, by offering the least. However, a consensus can only be reachefl

“when they draw back from their ‘positions and- acceptless: than their
“demands, ‘and give more than what is offered initially. This  helps
management to hold on to its power and control on

workplace matters.
_The;unions also apply this policy to strengthen their hold over

workers
- -..and retain their powers.-. - ; 7% ‘
)): ‘Representation: In collective bargaining, the main PamCIPa“LS do :'1:) (;
* represent themselves. They represent the claims of the wor f;:lt v
management, when negotiating. Collective bargaining reqmres.ons =
representatives of unions deal directly with employers: The unio
authorised to-bargain with employer on work-related matters. .
. . t o ol . ¢ L 1 ; ess, 1.C.,
) Bipartite Process: Collective bargaining 15 2 bipartite proc

- b
- there is no interference of any third party. All the de0151c.>trt1)sea;§htil}1:}e‘:r. y
,_¢mp10yers and employees by ne WA

1)

gotiating face-to-face
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10) Rule-Making: Rule-making, i.e., reaching an agreement
specifying rules, pertaining to employment relationship is the Pup
of collective bargaining.

11) Protect Interest: It is a tool and a procedure to protect the interesi
the workers. For discussions and negotiations between the parties|
institution or instrument is used widely in industrial organisations, |

12) Integral Part: It is an integral part of the industrial society, as i
technique which makes an effort to reconcile the needs and objeg

of workers and employers.

3.1.3.  Objectives of Collective Bargaining

Objectives of collective bargaining are as follows:

1) To Give Opportunity to Workers to Participate: In the absenc
collective bargaining, the workers were unable to participate in
programme and express their views in front of the management. |t
provided them an opportunity where they can give valuable sugges
about work and contribute towards programmes. The workers’ sugges
may prove to be very useful for the organisation as they are well awz
the real picture of the working conditions. They also have good knowl
about their work and the manner it is to be done. Workers’ particip
helps organisation in taking right and informed decisions. ' ]

2) To Improve Management-Worker Relationship: Management-wt
relationship is strengthened by collective = bargaining, . Barrie
communication can be eliminated by face-to-face interactions bety
management and workers. There is a better understanding of each ot
views and recommendations leading to greater cooperation. There is
doubt_and suspicion on each other as the workers knows the positi
the management and vice versa. Both will know the ‘precise reasol
their differences in opinions.

3) To Resolve Industrial Disputes: This process involves the joint €f
of both workers and management to solve differences; hence, it can!
effective method to resolve industrial disputes. Both parties get to}
each other clearly because of collective bargaining. Each and ¢
problem is discussed in detail and solutions are ;ea&ﬁéd accordingly:

4) To Give Benefits to Employees: An important objective of colle
bargaining is to discuss about various fringe ;benefits with ¥
employees are concerned. Some of these benefits are paid time of
vacations and illness, retirement funds, basic healthcare and expd
healthcare with perks. .

3.1.4. Functions of Collective Bargaining

Functions of collective bargaining are as follows:

1) Relieves Conflicts of Interest: Conflicts of interests arising at work ¢
reduced through collective bargaining. It also helps to re-dist

'
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nd the union demands,
3) Provides Procedures: Collective barg

, aining gives the measures
essential for the negotiation and adminis

tration of agreements.

y collective agreements, which are

ed : groups exercise their rights to form
" “their own internal regulations for example, by custom and practise and this
‘shows the limitation of the sovereign power of an employer. Hence,
collective bargaining is Aan expression of pluralism where due importance is
’}'iéi{/e,n\to‘ﬂledivéﬁe~§6Cﬁons in an'ofgéljisaﬁon. P
5) Acts as Agent of Social Change: Collective bargaining aids in
bringing social - change, ie, it contributes towards modifying

" interactior ormative system of the society as a
~ important implications:
— 1)  Collective bargaining is a practical and tan

, gible concept, which ijs
, I}dt _]llSt a méoretical class struggle. The objective of the lower class

colle

Ctive bargaining maintains
Step

long-run stability based on step by
modifications in relations b

1 etween management and labour.,

0) ,DemOFratisation of Working Life:

‘ -a“tthlt.ative Style was replaced by join
Argaining serves as a tool for de

Rigid decision-making and
t regulation. Thus, collective
mocratisation of working life.
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3.1.5. Importance of Collective Bargaining
e bargaining is as follows:
1) Society: Collective bargaining is important to society in following ways.
i) Collective bargaining helps in dividing the benefits derived fr;)
industry equally among all the stakeholders, which include u:
employees, the unions, the management, the customers,
suppliers and the public.
ii) It helps to create a structure of industrial laws and regulatioy

based on civil rights followed within the industry. It also mak

sure random decisions are avoided and rules are followed. ‘
i

iii) Helps in establishing industrial peace in the country. |
iv) It leads to an amicable industrial environment, which removes ¢
problems in the path of a nation’s economic and social developmen

v) ' It also gives the procedure to regulate the employment conditio

of employees. iy
2) Employees: Collective * bargaining

following ways:
i) The employees are instilled with the feeling of responsibili

~ towards their: work . and - have high 'self-esteem ‘as- a result (

collective bargaining. | 2 |
ii) - As the bargaining ‘capacity’ of the group increases, it makes tt

workers more powerful.
iii) The employees become more efficient

towards work. ;
iv) Keeps a check on random decisions of the management whi

affect the employees. Biased decisions of the management are al

Importance of collectiv

is important to' employees ;|

and have greater enthusias

discouraged. it o T ,.
v) The trade union movement becomes stronger with increasi
support of employees. | ' !

" vi) Makes the management accessible for workers to 'share th
~ * concerns and negotiate on relevant issues for their benefits.  °
“vii) Collective bargaining helps in addressing the grievances
workers in a timely manner. As a result, chances of conflict arist
from wages and -employment conditions;." economic

technological advancements in the industry are minimised.

i 3) Employers: Collective bargaining  is importaht to employers
4 following ways: =~ - o R T L

i) It leads to higher levels of output, contributed by a-mo

- workforce which can freely communicate with the employer ?
can also bargain with employers for increased incentives.

‘%3 Al ‘ ii) It is very difficult for the 'cmployers to resolve ‘evefj c'omplilint

Milr employees separately.” Hence, this method of finding soluti
collectively by bargaining is adopted by the management.

tival
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jii) COHCCUYC bargalmng.x:nake Ployees feel Secured which
results in lesser attrition, Hence abour turnoy t
management is reduced, er to

ICate withip the or anisatj
helps to connect to the top Jevye] ganisation and
level, i.e., worker.

9 InduSFﬁ_al disputes can be Prevented and ‘settjeq by collective
bargaining. .

3.1.6. Principles of Collective Bargaining

Principles that manag}ament angl trade uniong should follow for the efficient
functioning of collective bargaining are a5 follows:
1) For Union and Management |
i) Collective bargaining shoulq be made an educational as well as 3
bargaining process. It should off;

. €r to trade union leaders an
- ‘opportunity to present to the management the wants, the desires,
. the grievances. and the attitude of jts employees and make it

possible for the management 1o €xplain to.union leaders and,

7 ;- through them to its employees, the economic problems which
confront it. ;

¢ i) The management and

" “terms of the agreement that may be arrived at. ) |
. v) There must be mutual confidence and' good faith, ang desire to
.. make collective bargaining effective in practice. i '

be an honest and responsible ‘leadership ‘to make
collective bargaining effective and meaningful, B

' meticulously observe and abide by all the
‘entire Nationa] and State laws, which are applicable:to collective
bargaining, - : .

Properly adjusted to other prices.
or the Management

© management must develo
labo

ur. policy, which should b
representatives.

icl) P and consistently follow a realistic
€ accepted and carried out by all its

e T
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3)

i1)

i)

iv)

vi)

vii) While weighing the economic consequences of collectiv

For the Trade Union

i)

i1)

iii)

MBA Third Semester (Industrial Relations and Legislations) VTy

In order to ensure that the trade union feels that its position in p,
organisation or factory is secure, the management must gray
recognition to it without any .reservatlon .and accept it as ;
constructive force in the organisation and the industry.

The management should not assume . that .em_ployee’s goodwi]
should always be there for it. It should perlod.lcally examine the
rules and regulations by which its labour f.orce is governed. In thj
way, it will be able to determine the attm.ldes of its emgloyees’
promote their comfort, and gain their goodwill and cooperation.

The management should act upon the assumption tl}at, in order ¢,
make the trade union a responsible and conservative body, it j
essential that it should be fairly treated. It should, moreovg'r;
establish such a satisfactory relationship with the trade 1.1nion ang
its representatives that the latter will not lightly do anything that is
capable of jeopardising that relationship.

The management should not wait for the trade union to brin
employee grievances to its notice but should rather create the
conditions in which the trade union will not do so, and should settl
the grievances of the employees even before the trade union bring
them to the notice of the management. 2

The management should deal with only one trade union in the
organisation. If two trade unions seek recognition, no negotiations
should be undertaken with till one of them establishes the ‘fad
of having a majority of the membership of the employees it

its organisation. :

bargaining, the management should place greater emphasis o
social considerations.

In view pf the rights granted to organised labour, it is essential thd
trade.umons should eliminate racketeering and other undemocrati
practices within their own organisation.

Trade union. leaders should not imagine that their only functi@ig
to secure higher wages for their members and shorter hours
work and better working conditions for them. They and thel

members have an obligation to assist the management 3}

the elimination of waste and in ; ) :
: In 1mprovi
quantity of production. proving the quality

Trade union leaders should g
of collective bargaining,
the income and resourc
members are employed.

Ppreciate the economic implication,’-
for their demands are generally met froff
€s of the organisation in which the}




P 3

3)

B S T R

Liive Bargaining, Discipline & WPM (Module 3)
ol

) Trade union leade.rs should assist in the removal of such restrictive
rules and regulations as are likely to increase Costs and prices
reduce the amount that can be paid out ag wages, and tend to make,

for low employ ment and the long run lower standard of living of
all sections of society.
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ES Trade union should resort to strikes only_When all other methods of

_the settlement of a dispute have fajleq to bring about
satisfactory results.

y 317 Forms/ Types of Collective Bargaining
V;n‘oUS types of collective bargaining are a5 follows:
d 1 Conjunctive/Distributive Bargaining: Under this b

argaining, the parties
make efforts to take full advantage of theijr respective gains. Economic
issues such as wages, benefits, bonus, etc., are handled by parties through a
zero sum game. Zero sum game relates to being in a situation in which a
'gain for one side entails a corresponding loss for the other side. While

unions negotiate for higher possible wages, management likes to give as
less as possible, by getting things done through workers.

2) 'Cooperative/Integrative Bargaining: When there is joint problem-

solving by the management and union in the best interest of both the
sides, it can be termed as integrative bargaining. For example, when a
-worker 'is dissatisfied with pay, this ‘problem’ can be sorted-out

+ through discussion of changed working pr’actice;s, which improves the
~ productivity and assures higher earnings.

Productivity Bargaining: This method entails correlating the worker’s
wages arid benefits to :productivity.- Through negotiations a standard
productivity index is finalised initially and workers do not need to
perform extraordinarily in order to beat that index. The workers need
not perform exceptionally to beat the index. This aids the management
in exercising control over workplace relations, and making the norms
tighter for further negotiations.

Composite Bargaining: In this method, besides the regular bargain for
Wages, the workers demand fair play in matters relating to work rules,
emPIOYmént levels and standards of manning, risks related with
€nvironment, sub-contracting clauses, etc. This method favours the
Workers, e.g., when manning standards are being discussed by unions
they must make sure that workers workload is not too much. Besides
the monetary aspects, the workers are also interested in non-monetary
aSpects to the exclusion of work-related matters. The wages, bonus and
Other Monetary benefits are considered as the main concern area in t.he
Dargaining sessions, but there is definitely a shift towards compo§1te
Argaining, The forces of liberalisation, automation, and outsourcing
POse a threqy to the workers. It is only through composite bargaining
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and prevent the dilution of their powe',f
method also restricts the freedom
ts represent a greater threat fq
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that unions are able to survive an
and ensure justice to workers. This
employers. Strikes and lOCk—.Ou.
employers than composite bargaining. |
5) Concessionary Bargaining: The objectiye in f:oncessnopary bargaininé
is giving back to management, which is quite opposite to the othg
forms of bargaining where the unions demand from the employerg
When there is need to reduce operating cOsts, tl}e.labf)ur leaders my
assist the employers through concessionary bargaining in or.der to avoj
lay-offs and shut down of plant. Hence, economic adversity acts as;

motivating force for concessionary bargaining.

3.1.8. Process of Collective Bargaining
The figure 3.1 shows the process-of collective bargaining. There are tw
kinds of environmental factors that influence the process. Firstly, the typ
of bargaining structure that is present between the union and th
company. There are four main types of structures: A
1) A single company dealing with a single union.

2) Various companies dealing with single union.

3) Various unions dealing with a single company.

4) Various companies and unions dealing with each other.

Environment

Preparing for
Negotiation
v
Identifying Bargaining ,
Issues - : g

v

Negotiating

Negotiation

Yes
Breakdowns :

Overcoming
Breakdowns

RSP o Wil N R 57T S T

Reaching the
Agreement

l‘ No

Ratifying Agreement |[€—
v

Contract
Administration

Figure 3.1: Process of Collective Bargail;ing
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cecond environment factor is the t

b . . % D ype Of u . "

ation§lllp- e relat}onshlp may be marked by : l(;gc;?nanagfe ment
ration or cooperation. Collective bargaining is e possgibl(:: u?,ﬁg;

cooperative style of functioning. A non-cooperative approach hinders the

roces

s. The complete process of collective bargaining is explained below:

1) preparing for Negotiation: It is essential for the employers and

2)

emPloyezs to prepare in advance for the negotiation since a variety of
topics anc complex issues are discussed during the process. Presenting
a metqulcal and accurate case to both sides can be termed as effective
barg;}r;gxg.dF?n.:: the management side the negotiators are required to:
i) e definite proposals, in response to chan i :
, es in

el g the contract

ii) Establish the broad range of the moneta ack
age to be

by the company. i ° Do
jii) Provide supportive data and statistical tools during the negotiation

purpose. '
iv) Maintain a b.argaining book to aid company negotiations, consisting

of collected information on issues for discussion, an analysis of the

effect of each case, usage in other companies and other facts.

From the employees’ side, the following information should be

collected by the union:

i) The financial condition of the company, i.e., the status of assets
and liabilities, and its capacity to pay.

ii) The stand taken by the management on various problems, as
indicated or indirectly concluded from negotiations in similar
companies.

iii) The requirements of the employees and their views towards them.

iv) The negotiators have to be chosen from both sides, selecting an

appropriate site for negotiation.
Identifying Bargaining Issues: The main issues in collective
bargaining are explained below:
i) Wage-Related Issues: It
rates, cost-of-living adjustments, wage
s VABE adjustments, etc.
ii) Supplementary Economic Benefi
related to pensions, paid vacations, pa
4 dismissal, supplementary unemployment benefits, etc.
iii) Institutional Issues: It includes rights and duties of employers,
employees, and unions including union security, check-off
procedures, quality of work life programme, etc.

iv) Administrative Issues: It includes concern
seniority, employee discipline and discharge p
health and safety, advancement in technology,
job security and training, attendance, leaves, etc.

includes determination of basic wage
differentials, overtime rates,

ts Issues: It includes’ plans
id holidays, health insurance,

s of employees such as
rocedure, employee
work-related rules,
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employees are most importag

The wage and benefits concerns of . t impo
during collective bargaining. However, the other 1ssues.of institutiong
rights and administration cannot be ignored by the negotiators. ,

3) Negotiating: Negotiation phase starts when both sides put forwaﬂ

their initial demands. The final agreement is not reached immediately
as negotiation may spread across several days. These days are marke
by intense discussion, competition between opposing groups usin

intelligent viewpoints, witty wordplays and threatening each othe
through strikes and lock-outs. The final agreement is s.1gned by th
management representatives and the union, which is a major respite f
all. The more skilled the negotiators, the better chances of success the

have in winning the negotiations.

4) Reaching and Ratifying the Agreement: Agreement which has bee

made is still an informal one and it needs to be discussed by Othf
members. Hence, the two sides generally return to their respective peop)
ment. An important stage

to determine the acceptability of the agree

ratification. In this stage, the union members are asked to vote on t
agreement, after it is being explained by union negotiating team. |
favourable vote translates an agreement into a contract. Unless the contra
has clarity and accuracy it can lead to grievance or other problems. !

5) Contract Administration: With the signing of the agreement, tl
it truly begins. Th

collective bargaining process does not end, rather 1
must be followed by proper implementation of the provisions of t
agreement. However, in the stressful work environment, it is tough!
execute the provisions firmly. Inspite of the best efforts of skill
negotiators and lawyer expert in IR, a perfect, agreement may ]
difficult to reach. Till the agreement period does not expire, the flay
are allowed to continue. Dispute may arise from faulty implementati@
or breach of any condition. The role of the HR manager is important
the daily administration of the contract. Discipline issues and resoluti
of grievances arising out of agreement are settled by the HR manag
Additionally, he or she aims to establish ideal working relationst
with the help of line management with all employees who are aff65§

by the terms and conditions of the agreement.

3.2, NEGOTIATION

Mg

3.2.1. Meaning and Definition of Negotiation
The term “negotiation”, in simple words, is a problem-solving meth!
which helps two parties to accept a common decision after sorting out!
differences among them. Negotiation is a combination of two Latin wo
ie.. ‘neg’ which means ‘not’ and ‘otium’ which means ‘ease or leisu!
This term is not only limited to resolve the conflicts and problems relat .
the business world but also has its grip over parenting legal Sissucsi
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jisputes relateq to indu§tries, etc. Thus, .negotiation can
argainings which provides the two parties with such an
ye mutually accepted by both. So, in the situation wh
sarties are unable to achieve thc? expected outcome
lisagreeing On any ISsues, negotiation is used as a
equirements of both tl}e parties to the maximum ext
easonable outcome. This makes both the parties to come together, clear out
heir differences and take a decision that is mutually accepted by both.

\ccording to Robert Fisher & William Ury, “Negotiation is a basic
aeans of getting what you want from others”.

77
be said as a kind of

tool to satisfy the
ent by providing a

.ccording to Fowler, “Negotiation can be defined as a process whereby
arties or groups attempt to resolve matters of dispute by holding
iscussions and coming to a mutually agreed decision”.

.ccording to H. McCormack, “Negotiating is the process of getting the
est terms once the other side starts to act on their interest”.

.2.2. Characteristics of Negotiation

ollowing are the characteristics of negotiation:

) Multiple Parties: Parties involved in negotiation may b.e two or more.
It is a process which aims at arriving at a decision Whl.Ch is mutually
agreed upon between the parties of negotiation. The. discussion takes
place with a view to resolve disputes and is voluntary in nature.

) Clash of Interests: It is a characteristic feature of every negotiation.
The parties are likely to have distinctive interests. Gan.n of one party
might result in loss to other. The middle path which is profitable to

both parties should be acquired in such case. ,

) Voluntary in Nature: In negotiation, the parties .negotiate. out of their
own will and rarely under compulsion. The parties negotiate beca}tlxse
they feel that negotiation would provide them something })etter t ag
what would become available to them if they accept what is provide
by the other party. | .

) Mutual Adjustment: The negotiations are based onb glve;ztrrllg-;z:ﬁ
relationships. Though there is increased. and vigorous dedatc:n ztl ek
of negotiations, all parties have to adjust their demands
reach a final settlement. o]

' SatiSfying Mutual Needs: The needs of the parties todneigsortrllzﬁggt (?If;
interdependent on each other. A fulfilment of these needs
for a successful negotiation. ‘ _ i

" Use of Strategies and Tactics: There are various S-tr:te'[g}llzzeal;tdrategies
used during negotiations to influence the other pamed. e s
are well-organised and are prepared beforeh.arlll B,

Successful negotiation. They are not tricky or manip
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Controlling Intangibles and Tangibles: The tangl;lb les incluge
prices, terms and conditions, etc. Whereas the intangi t €S are tougp,
of representative, strive to win over the other party, etc, BOth
factors must be handled well for a succc?ssful negotiation, beCause_
of them affect the parties to negotiation 1n some or the other way,

3.2.3. Process of Negotiation

Process of negotiation is explained below:

1)

2)

3)

4)

5)

Preparation and Planning: This step calls for understandir_lg the n
tion to take place, parties inyq

of dispute/issues, causes for negotia plac )
viewpoints of the parties, expectations, a.nd opjectlves of negoti;
This exercise places the aims and objectlves. in documentary for
order to retain the concentration on it. In addition, the step would ¢
the parties to become familiar with the range of outcomes begij
from most expected to those that are least satisfactory. :
Definition of Ground Rules: After planning and developin
strategic plan, the rules and process to be followed should be |
aware to the parties. It helps the parties to negotiation in g
acquainted with each other, venue, time-limits, issues, and the

- process to be followed if the negotiation process reaches a dea

situation. At this stage, the mutual exchange of agenda in betwe
parties to negotiation is also done. }
Clarification and Justification: In this step, the parties to negot

have an opportunity to support their demands to their counterpa
justifying and emphasising them in the most convincing mannel
situation should not be used as platform for conflict. Rather, it ¢
be used as an opportunity for enlightening and informing each
about the genuineness and the need of their demands. The sit
may call for exchange of documents to make their stands ¢

understood by each other.

Bargaining and Problem-Solving: This particular stage comé
play, only after the parties to the negotiation have become fully f¢
with each other’s requirements and constraints. Negotiations are!
characterised by the granting and receiving the concessions

finalising an agreement. This step involves the actual barg
process for solving the issues. |

Closure and Implementation: The final agreement which-
outcome of the negotiation has to be put in a formal way und
final step. Also, this step encompasses development of any D¢
steps .fo.r‘executing and controlling the agreement.” Few exam]
negotiations which need to be necessarily - formalised are em}
employer contracts, lease term negotiations, purchase of a P
offering a job for atop management posiiion etc. Howeve!
negotiations conclude in a formga] way just throug’h a h.and-shake'



A
i2)

- non-verbal - communica

" desired results. This may €X

‘employees might refuse what is being O

" Verbal Communication Skills: A skilled

iscipline & WPM (Module 3)
| 79

;[Couecu e L4 o
324 Negotiation Skills
| oJ s %S the skills that play a crucial :
Wing ¢ . _ L al role in the 24,
§ Follo ical Skills: This skill is required for a Il)lreogcc;?:tzi niigc())trx(zlmmt]:
er to

o Bargaining, D

nal !
?tudy ond scrutinise the problem and to understand the indivi
: nterest of the parties to negotiation. Further, 'a detailed amlm'dual
roblem may enable an expert negotiator to arrive at a fna ysis of
outcome- For example, during negotiation of employee and avoulr i
contract, most probable areas of conflict may be related to employer
calarys allowances, benefits, etc. To find a compromising Sit:‘;?ge afnd
their issues need to be analysed. ion for

poth the parties,
preparatory Skills:  Skilled negotiators undertake the preparations
scularly bef.'ore a bargaining meeting. Herein, they concentrate on
Jefining goals, 1SSues to be negotiated, and alternatives to the defined goals
They also 100K into the past relationship between parties -to negotiation.
Details of past issues, if occurred, and also the detailé of the outcomc;
arrived after negotiation is obtained. These would enable a negotiator in
holding a better command in going ahead with the current negotiation.
Listening SKills: These skills constitute the most important part of a
skilled negotiator. It calls for the ability to read, both the verbal and the
tion during the process of negotiation. To
identify the common ground, listening to all the parties is of utmost
importance. A good negotiator will always give more preference to
listening to others instead of suggesting personal opinions.

Em_dtionally Strong: It constitutes another vital constituent of a skilled
negotiator.’ It calls for keeping O under control. This

ne’s emotions well
can be best c;xp]ained through an examp

le. A leader under negotiation for
wage revision may have to undergo repeated failures to arrive at the
pose him to adverse €

riticisms both from the

management and his colleagues. Such a person if fails to keep his
emotions (frustration) under control, it is quite likely that he may give up
and let the negotiation get finalised on a package that might turn out to
motional,

be a deal of loss for his organisation. Also, after getting t00 €
ffered by the employer during &

pers communication.
negotiator must have the abilit_y
d effectively. Failing to do this

ding to cropping UP
nication

pay-raise negotiation which in turn ham

tically, an
negotiation lea
etc. Without effective commu

tations and to justify it.

to put up his stand clearly, empha
may - cause adverse effect on
misunderstandings, misconceptions,
skills, he may even fail to state his expec
C"?Pel‘ative and Team SKkills: Approach of a skilled negotiator must
be in a way that negotiation is a team activity. Hence all the parties
involved should work as a team to reach a common <olution for all. It1s
aimed at arriving' at a win-win situation for all. It.is

where one stands to battle against the rest.




iy

i
|
3

80 MBA Third Semester (Industrial Relations and Legislation;)'"i
|

7) Problem-Solving Skills: A skilled negotiator must be capable i,
of solving a problem through a numbe1: of ways rather th

_ attaining negotiation objectives. .These §k111s are useful net on]
negotiating, but they also help 1n solvmg_otl}er problems thaty-
simultaneously such as interrupted communication, problems relati

physical arrangements, etc.
8) Decision-Making Skills: These are ski}ls .that enable a negotiy
take decisions authoritatively and unhesitatingly while negotiating

effective negotiator is expected to taket quic.:k decisions while ;
same time compromising in order to avoid a situation of deadlock

9) Interpersonal Skills: Effective negotiators are masters in the ;
interpersonal skill due to which they are able to foster sound wq
relationship with all the counter parties. If the negotiation is dif
then in that case negotiators are required to be patient and ¢
towards others in order to maintain a progressive environment.

10) Ethics and Trustworthiness: Trustworthiness of a negotiator a
ethical principles fosters a feeling of trust among all the part
negotiation. It is very important to have a trust on each other that|
party will keep his promises after the negotiation ends. An eff
negotiator should also have the skill to implement all the promises

the completion of negotiation process.

3.2.5. Negotiation Strategies i
The term ‘negotiation strategy’ speaks of a well chalked-out actior
aimed at attaining certain predetermined goals. It comprises of devel
step-wise programmes that call for exchange of information based onI
trust and confidence in a very congenial atmosphere. This kind of pr¢
solving attitude brings step-wise solution of the problem and he
achieving goals of the negotiation. An effective negotiation strategy ©
cooperation and builds cordial relations among the parties to negd!
Also, a more constructive approach to reach agreements is 6Slf1
through effective information flow and improved relations. The relati¢
thus developed are long-lasting and create more value in the long-run-

an

Types of Negotiation Strategies

Following are the various types of negotiation strategies: |

1) Competitive/Aggressive Strategy: The underlying PfinCiple]
kind of strategy is complete win or complete 10Ss. This P&
means whatever one side wins the other side loses. This ‘
commonly used strategy. In this kind of strategy, the demands
by each side are too high. Such negotiation strategy i consider®
tough and comes into effect when the parties to negotiaﬁo“’
willing to grant anything to each other. Also known a5 ’ dv{
strategy’, this strategy is most effective when there is @ single’



o —

RS ——

2)

3)

4)

5)

Fg et 2 Tatg . f.‘. -:'\_.", BRI A7)
Collective Bargaining, Discipline & WPM (Module 3)

. 81
be negp‘tlat,ed. In the extreme case, one party to negotiation may, by its
concessions, gets. all its needs fulfilled. While the other part yl’oses it
completely, i.e., not even a single need is satisfied. o
Collaboraflve/Problem-Solving Strategy: This kind of strategy calls
for e;'(pandlng or enlarging the Scope, nature, and also the very number
of thmgs. to be shared between the negotiators. In brief, this kind of
strategy 1s deﬁped by stating that each party can be bet’ter placed, if
they can concetve ways and means to expand the pie, before it is cut.
This works on the principle of granting and receiving concessions.
Through the use .of this strategy, the negotiators can look for best
mutual results. It is also termed as ‘integrative negotiation strategy’.

CompromiSing. Strategy: It is the strategy of negotiation where all
parties to negation have equal power to influence the ultimate result.
Compromising strategy is so designed that it leads to solution that is
acceptable to all the negotiators. This strategy may not succeed in
satisfying all parties to negotiation completely, but it does so to a
partial extent. It thus does not result in a complete win of any party.
Compromising strategy works on the principle of dividing the
differenc.s and strikes a balance between the results of negotiation of

all the parties. It becomes ineffective in cases where either of a party

unnecessarily exaggerate its needs and interests.

Accommodating Strategy: Under accommodating strategy, the solution
worked out is of benefit to one party right now but is accepted by the
other party in anticipation that it would bring gain in future. Though it
can be called as an extreme cooperative strategy, it is used very rarely.
One party wins the negotiation completely if its demands are reasonable.
It does not guarantee goal-attainment but reduces conflict.

Avoiding Strategy: The concept behind this strategy is to avoid the
process of negotiation. The people who believe in this strategy are the
ones who are not interested in negotiations at all. It results in either to
cancel:the:negotiation or to postpone it. Instead of solving the conflicts,
this strategy makes the situation even worse. Use gf avmdancc_: s.trategy
is rare, it often found in situations where the parties to negotiation are
not cooperative. And due to its less app}icability, it sometimes 1s not
included among the strategies of negotiation.

32.6. Importance of Negotiation
Importance of negotiation is as follows:

1)

It Resolves Conflict: Contradiction in the interests z}nd needs of
individuals or their affiliates 1S the root cause of confhctf. Parn.est. to
negotiation witness varied conflicts based on their demands. If negotiation

process is conducted effectively by the parties, it often boosts up the

morale of the employees in an organisation and hence it also influences the

productivity. The conflicts should be resolved as soon as possible, in order
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to save time for the organisation which it can use 1n oiher Productivg
ansion of business, custop.

functions such as product innovation, expans N
relations, etc. In addition to these, it also reduces employce turhovgy
because they start finding the work environment healthy to work.

2) Cost Effective: Competence in negotiation helps in bringing down g,
overall cost as it helps in identifying the incorrect contracts and hep,

lessens the cost involved in it. It also saves thc'cosi of legal arbitratjgy,
used for conflict resolution. :

3) Makes Relationships Stronger:
during the course of negotiation the
to reach a common ground. It also .
that they keep each other’s interests 1n Ini
Collectively, all this helps in procuring quality environment at workplace,

4) Helps in Gaining Competitive Advantage: Discussions during the
process of negotiation within an organisation enables people to identify
the ways to improve the existing processes. When some parties to
negotiation are from outside the organisation, the process of negotiation
yields the synergic effect, i.e., the cooperative efforts of parties’ produces
results more than the sum of efforts by the parties individually. .

5) It Helps in Problem-Solving: Negotiation is all about arriving at a
mutually agreeable decision through exchange of views, dialogue, or
~ discussion without affecting the congeniality of the working atmosphere.

It also facilitates in developing improved processes of problem-solving.

3.3. DISCIPLINE ==
3.3.1. Meaning and Definition of Discipline

Discipline refers to follow-up of rules and regulations in a systematic manner
' by. the employees in the interest of the organisation. The employees perform
their duties and responsibilities keeping the terms and conditions of the
company in their mind, it shows that they are disciplined. One of the main
functions of management is employee discipline. Disciplined employees
not only capable to face the competitions but can also result in highef
productivity and industrial growth. Discipline motivates them to work in
coordinated manner and achieve the organisational objectives easily.

According to Dale S. Beach, “Discipline regulates (by reward or penalty)
the human behaviour”.

According to Gziry Dessler, “Discipline is a procedure that corrects O
punishes a subordinate because a rule of procedure has been violated”-

According to Ri_ch.arq D. Calhoon, “Discipline may be considered 35 8
force that grompts l1lndiv1duals Or groups to observe the rules reg“wionsi
and procedures which are deemed to b ’ tfective
functioning of an organisation”, e necessary for the € ‘

Negotiations bring parties closer becayg,
y exchange thoughts and ideas in orde;
fosters mutual trust among the partjeg
mind while negotiating,
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According to.Jucius, "Discipline is said to be good when employees
willingly follow the rules of their superiors and their company. Discipline is

said to be bad }vhen employees either follow rules unwillingly or actually
disobey regulations (that necessitates correction action)”.

3.3.2. Nature of Discipline

Nature of discipline is as follows:

1) Standard Behavim.n‘: Every organisation sets certain objectives for the
employees. To achieve these organisational goals, employees need to
have a standard behaviour which can be acquired by following a
specific code of conduct formulated by the organisation.

2) Motivating Force: Discipline acts as a motivating force because it
encourages the employees to correct their mistakes or misconducts after
anticipating the. consequences they may face if they violate th
discipline policy. ,

3) Positive or Negative in Nature: Discipline can be positive and negative
in nature. Following the rules and regulations of the organisation
systematically will provide a positive response to the employees in the
form of reward. Whereas, violation of rules and regulations will have a
negative effect on the future advancement of the employee.

4) Voluntary or Imposed: Discipline is of two types, i.e., voluntary and
imposed. If an employee is self-disciplined, it is called voluntary discipline,
as it is chosen by one’s own will. But when rules and regulations are
imposed forcefully, it is called imposed or obligatory discipline.

5) Right of the Management: Implementing rules and regulations on the
employees for the betterment of the organisation is the need as well as
the right of the management. In case the code of conduct is unfair and
unjust, then only the employees of the organisation can oppose it,
otherwise it is undeniable.

6) Controlling Force: Discipline acts as a controlling force because it regulates
the actual behaviour of employees and improves their performance.

3.3.3. Worker’s Discipline Management/ Administration

Discipline administration directs at establishing policies, - outlining
responsibilities and setting future procedures for corrective administration
and disciplinary actions. Discipline administration can be defined as the
systematic approach adopted by the company against any indiscipline at the
_W0rkplace. The pre-set procedures describe all types of disciplines
Including presentation and documentation of warnings, representation at
diSCiP“nary interviews, time limits for investigation and rights of appeal.

Discipline administration is considered to be important due to the following
reéasons:

1) Ithelps in reducing disputes and misunderstandings.
2) It helps in directing and controlling the employees 1n an arranged way.
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3) It helps in aligning employees’ behaviour ‘S"thoczaa"dards of
" performance and with the organisation’s policies and pr 4 ures. .

While administering discipline within an organisation, t\fyql mamhl)mblems
occur. The first major problem is that the management ;‘;1 S to handle y,
indiscipline actions quickly, as they occur. 'I.‘he second pro eICrll mvo]yes the
overreaction resulting from the implementation of a long overdue aCtIOn,. A
set of suitable procedures makes the basic framework of an appropria,
disciplinary programme. These procedures shou}d ]?e specifically designeg
for achieving particular objectives of an orgamsa.tlon. quever, only th,
successful effective implementation of a well written policy can prodyc,
good and fruitful results. This is considered as the phase where most of the
organisational activities fail to enforce effective .ad.ml.mstratlve .dl'SC1pline_
Hence, for effective implementation of discipline administration,
characteristics of discipline, viz., punctuality, fairness, foHow-through,
uniformity, equality and warnings, should be exercised accordingly.

Approaches to Discipline Administration ' ' sy o) ¢
Following are the approaches to discipline administration for facilitating the

disciplinary process: -

1) Red Hot Stove Rule: Continuous support of subordinates is very
important for the effective and efficient working of the managers. Byt
when an employee violates the rule, disciplinary actions taken by the
managers against such employee might give him pain and generate
bitterness. Therefore, the way to enforce discipline devoid of bitterness
becomes a major issue in this context. Managers do this with the help
of the “Red Hot Stove Rule”, formulated by Douglas McGregor,
which correlates a situation of touching a hot stove and the act of
discipline. This rule guides the managers in maintaining the discipline.

Principles of Red Hot Stove Rule

Red Hot Stove Rule consists of following principles:

i) Principle of Immediate Action: It is a well-known fact to every
person that if he will touch a red hot stove, he will get burnt. Similarly,
as soon as any kind of misconduct is done by the employee, the
manager should immediately take action against that employee.

ii) Principle of Warning: It is very well known to the person that
after touching the red hot stove he would get burnt. Similarly, all
the employees should be aware of the punishment they will get
after violating the rules or committing any mistake.

iii) Principle of Impersonality: This principle says that each person
who touches the red hot stove wil) get injured by the burn. The r¢ d
hot stove does not see who is touching it. In the same way, th¢
disciplinary actions should be equal for all the employees. The
manager must show equal leve] of Judgement to all employees.
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v) Pll'lun;lulﬂlch‘::' ﬁCr:n:asri:t‘entﬁy ¢ On touching a red hot stove, every person

W e dis%; : l_m- ¢ same way. The principle of the red hot stove

rule says 1plinary actions should be consistent for all employees.

Managers should impose the same punishment fi
of the fact whether the violator is a male or fema;::. everybody regardless

2) progressive Disciplinary Action: Informal counselling is the common
jnitial step- When an employee unintentionally moves towards a wrong
way but he is not at extreme end, in that case counselling becomes the
best option for.the manager to handle the situation at that time. If the
employee continues to be on the wrong path even after counselling,
then the manflgefr ar the employer should adopt the following steps of
progressive discipline as shown in the figure 5.4:

Step 1: Oral Warning or Reprimand: Whenever a supervisor finds

out a worker’s problem in his routine work performance, he/she should

issue a reprimand- of oral nature. The supervisors enquire from the
worker if there is any genuine problem affecting long-term nature Or
experiencing any lack of skills that is acting as a hindrance. If any
further actions are required, then the manager prepares a record of

conversation, detailed notes, memos and advices.

There should be prior efforts made on counselling before verbal
warnings are given. This should be done in order to clarify any
misunderstood directions. It eliminates incorrect assumptions and

resolves any conflicts.

Step 2: Written Warning: If there is no effect of oral reprimand and the
problem continues or more problems arise, then a written warning is given
to the employee. Such a warning includes brief detail about the problem,
statement of happening, persons involved in the problem and when and
where such behaviour took place. It also states the reason behind the
urgency of issuing such a written warning and also makes it clear what

type of improvement is expected.

Moreover, the employee is given an opportunity to read the statement and
{nake his own comment both verbally and in writing, followed by signing
it. However, if the problem still continues Of repeated, then a second

written warning is issued.

Step 3: Suspension: If the problem still persists after second written
warning, suspension is taken into action. In suspension, employees are
suspended for one to three working days, with or without being. paid.
Employees that receive payment in their suspension period, take 1t as a
holiday time. However, it is expected from the employees to reflect on
their wrong doing and improve their working style towards a positive
mind-set. Further, the employees that are suspended without any pay
take the suspension period seriously and employer makes sure not to

feward such employees.
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In both the cases, the company .spemﬂcs: thc.: reasons fq, i
along with the statements regarding termination of the;, jobg p;'lz
» 1t ¢

misconducts or irresponsibility still persist.

Step 4: Termination: Terxpination is logicglly sequenceq after .
warnings, two written warnings and suspefision, The termination 6
employee may be for C().ntlnl-lO}lS or repeated violationg, easop
termination are summarised in the HR file of the employee, s

3) Disciplinary Action without Punishment: It is a proceg, in Whiq‘j
employee is provided with paid work-off for Pre-set number of g
order to offer some time to the employee to think whether he/she ;
to follow the rules and regulations of the company anq .
continue with the job or not. Such an approach enableg 5 compay
focus on making employees accountable for thejr activitieg
building their importance in fulfilling company’s goals by ignoring’f
disciplinary policies. ,
In the situation of disobeying a rule, an employee is gjye, i
reminder and when the misconduct is repeated, written notice
delivered. Even after this, if there is no improvement in an employy
behaviour then a suspension order of two to three days is issueg,
enables the employee to think over the whole situation.

In the first two stages, the employee is helped by the manager to so

the problem. But after the third step, when the employee comes back{

work then he/she agrees with the rules and regulations of the compég‘
and in case of any violation he/she agrees to leave the company.

In case of disciplinary action without punishment, it is very mli
important to clearly state all the conditions and rules in writing to
employees. New staff is clearly told that repeated violations of rules|
the company would be taken as the violation of the same 1
repeatedly. Hence, this process helps the company to prevent ]
employees from any misconduct or delinquency. b :

3.3.4. Misconduct

V_%olation of company’s rules ang regulations by the employees is termed!
misconduct. This not only adv
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Fbr example, he/she starts bothering the authority for overtime allowances.
cse all are some of the symptoms of indiscipline which can be easily
ciefebted by the management and accordingly steps can be taken to avoid

such acts of misconduct.

334.1. Forms of Misconduct
¢ employees in the company commit different kinds of misconducts.
The different kinds of misconducts that may be practised in any company
are as follows: :
1) Slowing doyvn the.-work performance willingly.
2) willingly disobeying, whether individually or in a group, any lawful or
jmportant order of the boss. :
3) Conducting fraud with the business and property of the employer.
4) Arriving late frequently in office. '
5) Frequent absence from the duty without giving leave application/
information or being absent since a long time without any genuine reason.
6) Indulging in corrupt practices like receiving or offering bribes.
7) Intentionally damaging the company’s goods and property. .
8) Undergoing any work strike and forcing others for strike in breach of
any law. G -

'9) Continuously repeating any action or carelessness, as a result of which

fine can be imposed.

10) Refusal to work on a job or machinery. ‘

11) Habitual breaking of any rule of legislation which is applicable in the
establishment or rule made under it. :

12) Wilfully destroying or altering any company’s record. .

33.4.2. Causes of Indiscipline/ Misconduct

Causes of misconduct are as follows: |
1) Stiff and Conventional Practices of the Organisation: When a

company continuously follows its traditional and outdated practices,

then the employees indulge in indiscipline. For example, a stable and
inflexible job schedule or work time-table may lead to violation of the

. time-table or schedule.
2) Unfair Treatment: Employee exploitation is generally caused by the
biased treatment of the management towards the employees. For
example, compensation determination, promotion, job assignment, etc.

leads to undisciplined employees.

3) Absence of Proper Code of Conduct: It is the code of conduct that
guides the workers in analysing their disciplined and undisciplined
behaviour. Sometimes, the employees do not have the knowledge of
elements of misconduct until the superiors communicate the code of
conduct to them. This is due to the faulty. framing of ‘code of conduct

- which creates confusion in employees to figure out difference between

disciplined and undisciplined acts.
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4) Improper System of Grievance Redressal: Ermppy o
themselves in the act of misconduct so that ma“agémeﬁ?’?’gs .'ifn’ ,!
towards their grievances when an appropriate 8fievagc‘.aft‘r§c'
system is absent in the company. Nce haﬂdi
5) Ineffective HR Policies and Procedures: Ap iheffe i
resource policy may lead to indiscipline and gfiGVanc:nYe huri
employees. Therefore, effective and efficient humap R ar ong
and proceedings are required by the managemen; for ICE par
grievances and hence the probability of misconduct A iControu'

can be reduced to a larger extent. ndlsmpl
6) Pessimistic Perception of Employees and Employee Uni'&{{‘s“'."'}ﬁ

management is often ruined by the negative perception’ of em]
and their trade unions. They also underestimate ‘and pojn out e50~'
good acts of management. As a result, employees become i aen._'
the actions of management in various forms like poor, performay, cg:‘.
misconduct in their behaviour. {

7) Organisational Culture: Organisational culture comprises of vaﬁ.f
features and attributes of an organisation. It influences the systen
employee communication among themselves and also with others ¢
the employer of the company. |
The company may encounter addition in acts of employee iridisci'bli'
as a result of enhanced resistant attitude of employees'in|
existing culture. On the contrary, the frequency of emplo
misconduct is often reduced due to peaceful and congenial cult
prevailing in the organisation. -"

8) Lack of Proper Communication System: A proper tW(*'.'Y;’i
communication system is very important in the company f°’,5
purpose of making employees knowledgeable about the future wof“
of the company. It also helps in taking regular fée‘dba'cka
employees about all the functioning of the company. By, when S
effective system is absent, a communication gap”exis’tﬂ bet“iﬁ;:}ﬂ
employees and their management. Therefore, defective °
channel of communication causes disturbance between th emp

leading to misconduct and misbehaviour.
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3.3.5. Disciplinary Action/ Procedure gl
Disciplinary procedure/action is a systematic approach used by.an. 1in6,d
to manage indiscipline at workplace. It defines all kinds of dls(;ilfCiPliﬂ”.
presentation and documentation of warnings, representation at a>~ 7

interviews, time duration for investigation and rights of aPPeal' i
¢

. . S w
A.ccordmg to Michael J. Jucius, “Disciplinary action means the S(:Ence’,‘
disobedience of an order and to remove the reasons of such isobe

4
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dy .

I According to Salamon, “Discipli

a : e ’ 1sciplinary action i

~ st an 1 n is taken

di: a.g?lgl. hed bﬂdwldua.l or group who have failed to conf e e
established by management within the organisation” s B

Accordillg to S.W. BOOyen 1 . ol s
| S, “A discipl '
4 fox;im;l a]g;ocejs adopted whenever an emglgl;g lfrre(:;fsdlilr]i :ll:]tlmesf -
i§ unde g or commits any other act which might be i es of the
4 contract of employment”. ght be in breach of the

i

’]1; 3.3.5.1. Steps in Disciplinary Action

4 Disciplin.ar).' action includes various steps which are as follows:

Ty 1) Preliminary Invgstigation: No disciplinary action ?:arol‘z:tak b
management until they are confirmed about the misconducte(rllon}é tll;;

3
G
m . i . _ o
£ any employee. For this, authorities conduct preliminary investigation.
3 a’II‘l:e J;l;ll;.am;l'- of this preliminary investigation is to confirm whether
y ion has been conducted or not and what is the severity of that

ylolatl.on.. Depending upon the degree of severity of violation,
f?vevstlg.atm.g off'lcer.can either warn or give charge-sheet to the accused
if the violation is minor and take strict actions like termination in case

g of major violation of rules.

2) ISSEle of a Charge-Sheet: A charge-sheet is a “show-cause notice”
which explains the misconduct done by the employee and the reason
for the misconduct in written form. Once the preliminary investigation
is done and it becomes clear that the misconduct is done by an
‘employee, the investigating officer can formulate a charge-sheet as
soon as possible. It is not a punishment but a warning letter for the
violator to make him realise his mistakes and alerts him of the
‘consequences if he violates the rules. But one thing that the investigator
should keep in his mind before framing charge-sheet is the aptness of
the punishment according to the misconduct committed.

3) Consideration of the Explanation: The employee on receiving the

charge-sheet can: |

i) . Accept the Charges:
mentioned in the charge-s

lenient. But, if the explanati
unsatisfactory, then further enquiry should
management before awarding any kind of punis

d, the enquiry officer must recor

of charges admitte :

the presence of employee and duly signed by him.
ii) Refuse the Charges: In case of refusal of charge

can submit his explanation refusing the charge-
situation, enquiry officer must enquire the case further,

find the real facts.

Submit his explanation accepting the charges
heet. He can request management to be

on submitted by the employee is
be done by the

hment. On the basis
d findings, in

s, the employee
sheet. In such
in order to
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iii) Ask for Extension of Time: Sometimes,
J ‘ee 'y
 possipys den
) [he'l

some more time to submit the explanation,
should be extended.

iv) Fails to Submit the Explanation: Finally, if c
submitting his explanation, the management can

against that employee.

Notice of Enquiry: The employee receiving the Charge-gh o8
informed in advance about the date, time and place of s ee.t shoy
the name of the investigating officer should also be ma(;l Riry, |
advance so that the employee can prepare his case accod- W
enquiry should be normally held within a reasonable timer:;.; %

the explanation.

Suspension with or without Pay: It completely - dependg |
management ‘and type of conduct whether to Suspend-the: l

mp]()y
take zzyfail
&

.. with-or without pay for the indiscipline acts. Suspension letter o

-given -alongwith the charge-sheet or even before charge-shes |

enquiry is not finished within the given duration, in that case the;
- -should be paid to the employee for the time extended. !

6)

Conduct  of - Domestic - Enquiry: A domestic -inquiry- my

- confidentially done by the management to check whether an em

is guilty of his-misconduct or not. It is a way of avoiding any ki

- - misunderstanding between the employee and the management.1;

1A  ;a chance to-the employee to admit his mistake or to explain ther
. for committing the wrong deeds. ok

'A:Pun'ishing.éhy-,person;without listening him is not the correct ¥

- . judgement: Thus, the management should give atleast one chance|
- = violator to explain his viewpoint. :
1)

Recording of Findings by Enquiry Officer: Before ul
disciplinary .action, enquiry officer submits his ﬁndmg_slag
‘management and then only management takes the step agAt-

- indiscipline. These findings are based on opinion given bt);l‘ocli

workers, the evidences collected from different Sources,“y his

‘made, the explanation given by the culprit and fina alse

opinion and capability to decide the true 3% he prov
However, the enquiry officer should clearly mention -2

- unproved charges. :

8)

Awarding of Punishment: After viewing thé,Pf‘fV'iou.s.:slsagai“
employee and the results of the investigations and énguir ment f
employee, the management decides the degree of pumihe_ dedf
employee. This punishment is mainly based ©"
misconduct done by the employee. '

-
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5 Commqmcatmn of. Punishmel.lt: Once the decision js taken by the
* ‘management regarding the punishment to be given to the culprit, it
should be properly conveyed to the concerned employee as S'oon’ as
ssible. The correspondence of the Punishment must explain: ‘ |
i) Reason for charge-sheet issued to the employee, ‘
ii) Reasons and n}ethods of enquiry,
iii) Results of the investigations dope by the officers,
iv) Decisions taken by the Management regarding the actions to be
taken or not,
v) Kind of punishment,

vi) Date from which the punishment will be applicable.

33.5.2. Service Rules:

Service rules related to disciplinary actions are specific regulations and
guidelines that govern' the conduct and behaviour of employees within an
organization or government agency. These rules are put in place to maintain

order, discipline, and -standards of behaviour in the workplace. When

employees violate these . rules, the organisation may initiate disciplinary
actions to address and correct the misconduct.

The specific service rules and disciplinary procedures can vary widely from

one organization to another, but they typically include some common

elements, such as: ' : RIS

1)” Code*of Conduct: Service rules often include a code of conduct

*“that “outlines the expected “behaviour ‘and ‘ethical standards for
“employees. This code of conduct typically covers areas like

professionalism, integrity, honesty, respect, and. adherence to
- Organizational policies. '

2)

Disciplinary Offenses: The service rules specify what constitutes a
disciplinary offense. This can encompass a wide range of behaviours,
such  as .jinsubordination, absenteeism, tardiness, harassment,

discrinﬁp_a}ti()‘n; ‘théft, fraud, violation of safety regulatior@s,' and more.
3) “Progressiye Discipline: Many organisations follow .a progressive

discipline approach, which involves a series of escalating actions for
- Tepeated violations. This might start with verbal ‘warnings and progress
to written warnings, suspensions, and, in extreme cases, termination.
4).:

Due Process: Service rules should also outline the due process that
€mployees are entitled to when facing disciplinary action. This includes
the right to know the charges against them, the opportunity to provide a
defense or explanation, and the right to appeal decisions. ;

Investigation Procedures: The rules may detail how investiga.tions

into alleged misconduct are to be conducted. This includes who will be

Tesponsible for the investigation, how evidence will be gathered, and
OW interviews will be conducted. '

3)

T
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disciplinary offenses. Thjg iy ¢|'fy.
termination, fines, or reassiy ine
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6) Penalties and Consequence
potential penalties for various
actions like suspension, demotion,

» ¢

7) Record-Keeping: Rules often mandate Ehat records of iSCipli
actions be maintained in an employee's personnel file, én
transparency and consistency in dealing with misconduct, 3

It’s important for employees to be aware of. the!r organisation’s :
service rules and the consequences 9f .vl.olatmg t.hem. Additio
organisations should ensure that their c.hsmphnary actions are e:]j
fairly, consistently, and in accordance with the established Procedygeg-
3.3.53. Investigation of Allegation ’ AR
Investigating allegations as part of the disciphnary"achn process i 1g
component of maintaining fairness and due process wh§n addressing emy
misconduct. When an-organisation receives-an allegation of ‘Wfongdoing
may result. in disciplinary action, it must conduct athorough and imp
investigation to determine the validity of the claims.

Here's how an investigation of an allegation under disciplinary: action typi
unfolds: RS
1) Receipt of Allegation: The process begins when an organi
. receives a complaint, report, or information about alleged emp
misconduct. This may come from a colleague, supervisor, or thro
formal reporting mechanism. '

2) Assessment and Initial Review: The organisation should asss
credibility of the allegation to determine whether it warrants afo
investigation. Initial review might involve a preliminary examinai
the facts and supporting evidence. ghiicy

. Ty ok S A

3) Appointment of an Investigator: Once it’s, determined i

Investigation is necessary, an investigator is designated.to cond¥

mnquiry. This investigator should be impartial and have the ne
skills and training for the task. |

4) Plan‘and Scope: The investigator develops a plan for the invest?
outlining the objectives, scope, and methodology to be used- '
also identifies key witnesses, documents, and evidence to b¢ exa@

5) Gathering Evidence: The investigator collects all releva™ ev;nt
such as documents, records, emails, and witness statcme‘}ts' ;
and preserving evidence properly is critical to maintain itS in -

6) .Intervi_ews: The investigator conducts interviews with th lgucb

. Involved, including the individual accused of misconcoﬂd‘
Witnesses, and the complainant, Thege interviews should e
professionally, confidentially, ang impartially.

4
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Documentation: Detailed notes and documentation of all interviews
and .evidence collected are crucial for maintaining a clear and well-
documented record of the investigation process.

Collec

27

| Analysis of Evidence: The investigator analyses the gathered evidence
to determine the facts of the case. This may involve corroborating
witness statements and examining any conflicting information.

8)

9) Report: The investigator prepares a comprehensive investigation report
that outlines the findings, evidence, and conclusions. The report should
be factual and avoid drawing any biased or prejudiced conclusions.

10) Decision and Disciplinary Action: Based on the investigation
findings, the organisation makes a decision on whether the allegation
is substantiated. If misconduct is established, the appropriate
disciplinary, action is taken, which may include verbal warnings,

_written warnings, suspension, termination, or other measures, as per
~the organisation’s policies. -, _

11) Communication: The outcomes of the investigation are communicated
to the relevant. parties, including the complainant, the accused
individual, and management. It’s important to maintain confidentiality
and respect the privacy of those involved, disclosing informationon a
need-to-know basis. '

12) Corrective Action: If misconduct is established, corrective actions are
~ taken to address the situation. This may involve implementing changes
in policies, processes, or training to prevent similar issues in the future.

'13) Eollowj-Up: The investigator or management .shoﬁld monitor and
follow up on the situation to ensure that any corrective actions are
effective and that the issue is resolved satisfactorily.

33.54. Showcase Notice _

o showcads ‘fiotice; often referred to as a “show-cause notice,” is a formal

Written comihiiiication issued by an employer or an organisation to an

?IPPIOYCC' who is facing potential disciplinary action. It is typically the

nitial step in the disciplinary process, and it serves to inform the employee

gf allegefl misconduct or performance issues and provides them with an

ap Portunity to respond and present their side of the story before further

ction is taken. Here’s what a showcase notice typically includes:
Identification of the Parties: The notice begins by identifying the
employer (the organisation) and the employee who is the subject of the
Notice. This includes the full name and designation of both parties.

2)

3)

Date: The date when the notice is issued is included at the beginning.

Subject: The subject line of the notice briefly describes its purpose,
often using language like “Show-Cause Notice” or “Notice of
leged Misconduct.”

[
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A charge sheet, often referred to as a “charge letter” or “disciplinary hﬂl

Ly

gislatio
4) Details of Alleged Misconduct or Performance Issueg.

should provide a clear and .concise.de‘scn'ption of the allegegl ' se 0%
or performance issues. This description should be specif;, g Congg
the relevant policies, rules, or sta(ldards that have been Violay Tefe,
dates, times, locations, and any evidence or witnesses if aVailab]e' el

5) Employee’s Response: The employee .is giv.en the opp, o
respond to the allegations. The)_/ are typlcqlly Instructeq ¢ pr““.y
written response to the notice within a specified timeframsg Th:;lde

of

should mention the deadline for the response.

6) Consequences of Non-Response: The notice may include o
explaining the consequences of not responding or not Provig: .
satisfactory response. This often includes a warning that‘failure

94 MBA Third Semester (Industrial Relations anq s
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respond may result in further disciplinary action. -~

7) Contact Information: The contact information: of: the Petsi
department to whom the response should be addressed'is provigeg. T
ensures that the employee knows where to send their response,

8) Confidentiality: A statement emphasising the conﬁdentialjtyv
the proceedings and'the importance of keeping the matter discreet

" 'be-included. SR a1 S PRSI GASE Y
9) Signature: The notice is typically signed by the issuiﬁér'gﬁt’h'ority(mi
HR department, and their contact information is provided for any inquiri

10) Enclosures: If there are any relevant documents or evidence related

~ the allegations, they may be included as enclosures.

3.3.5.5." Charge Sheet ' - ¥ ShputiL G

sheet,” is a formal written document used by employers or or'ganisétiQm
formally inform an employee about specific allegations of misco!ldl_‘ﬁt
violations of company policies. : iy SOR

» wlke ol 25 . .i . UL b1 Vot Te PR AR “::
It serves as the initial step 1n the disciplinary action process and. uﬂm..”_
charges, allowing the employee to respond and defend. themselVe:

-charge sheet typically includes: _ ok mis ik il §!
-1) - Identification of the Parties: The charge sheet begins by. identl

“bied

- the eml?loyer (the organisation) and the employee who is the ,S“bjz
the notice. This includes the full name, designation, and, empifY
or number of both parties. Py . it

' g

2) Date and Reference Number:: The date-of issuance-and 3 0

reference’ number  for the charge sheet are included for"v-f‘f
keeping purposes. 2
3) Subject: The subject line b
language like “Charge Sheet”

v
. : ten:
nefly describes its purpose, of

or “Disciplinary Charges.”
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4); DetallS ;‘O.fn.Chal’g.eS:, The heart of th
: 'deSCl‘lptIOI‘} of the specific charges or lle' c
The description should pe clear SP:Ci?,ga
’ C,

policies, rules, or standards th
i - at he
times, locations, and any evid have bee

95
l}argc sheet is a detailed
tions against the employee.

and refer to the relevant

: n violated, Include date
. § €nce or witnesses if available ”
5) Evidence: If there is any evidenc V '

6)- Employee’s Right to Respond:

response addressing each charge individy
7) Consequences. of Non-Response:

ally.

- -8). Contact - Information: The contact information . of the person or -

- - -department to whom the response should be addressed is provided. This

.. ensures that the employee knows where to send their response.

- 9): Confidentiality: A statement emphasizing the cbnﬁderitialify of the
~ .- -proceedings and the importance of keeping the matter discreet may

wrabeInclnded. - ot e i el it e

-~ 10) Signature: The charge sheet is-typically signed by the issuing authority

vz or the HR-department. ool r s iy v s i
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.~-3.3.5.6. ReportofFinding -~ . - .-~ . .-

-./A.“Report.of Findings” in the context of disciplinary action is a formal

. document generated after the completion of an investigation into alleged .

- employee misconduct- or violations of workplace: poljcie;s-. This report

~Summarizes the' findings of the investigation, which can help employers,

- HR departments, and management make informed decisions  regarding
disciplinary measures. A typical report of findings includes: -~ -

‘1) Identification of the Investigation: The report -should start by

identifying the investigation, including the names of: the parties

i R isati th loyee), the date of the

involved (e.g., the organisation and the employee), the oo

investigation, and the purpose of the report. >f S e

; _ . : iption -0 € :

2) Scope of the Investigation: A brief dﬁscngglc;;l e
the investigation, including the specific allega .

were examined.

3) Investigation Team:
investigation, list their names an
Witnesses, and others.

re involved in the

TRVIC T we 4
If multiple individuals e lead investigator,

d roles, such as th
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4) Background and Context: Provide an overview of the pa N

and context of the investigation, mpludn,ﬂg why it wasiﬂitiated -gr"“tuj

: relevant details that led to the inquiry. ?nd !
5) Summary of Allegations: Summarize fhe_allegations made ,.

the employee, including the specific 1n01§l<=:nts, dates, time 831,1“

locations. Also, mention the relevant policies or ruleg thats, wa"‘
¢

allegedly violated. ‘
6) "Evidence and Documentation: Present-the evidence co]] ccted ¢,
the investigation. This may include witness statements, o, tiy
records, emails, surveillance footage, Of any other relevant Materig), t

7) Interview Summaries: Include summaries of interviews cqp i

with the employee in question, witnesses, g\ng .ﬂng.",?ler reley
individuals. These summaries should be objective gq(f actual, i

a4 i
AT IS e 7

8) Analysis of Evidence: Analyse the evidence to qetfiflmgle Wheiher
allegations have been substantiated or not.:].3e unparflal and 6bje=c?ii‘§ej
this analysis, and explain the reasoning behmd your findings,

9) Conclusions: State the conclusions of the investigation based o;jd
evidence and analysis. Specifically, indicate whether the allegatig

have been substantiated or not.

10) Recommendations: If misconduct 1is substantiated, proy
" recommendations for appropriate disciplinary actions based on'
severity of the misconduct and the organisation’s policies. This m
include verbal warnings, written warnings, suspension, termination,
other measures. i34
11) Corrective Actions: Suggest any corrective actions that can be ti

to prevent similar issues from arising in the future. This may invol
policy changes, additional training, or process improvements.

12) Employee’s Response: If the employee provided a response 0
allegations during the investigation, include a summary of their respot

13) $ignatures and Dates: The report should be signed and détéd by!
investigator or investigation team members. Include - con
information for inquiries.

14) Appendices: Attach any supporting documents Or evidence
appendices to the report.

3.3.5.7. Punishment to be Imposed

The punishment to be imposed under a disciplinary action process shq
be fair, consistent, and commensurate with the severity of the miscO
as well as in accordance with the organisation’s policies and Proced?
The specific disciplinary actions can vary depending on the natur® x
violation and the organisation’s policies, but here are some €O on
of disciplinary actions that may be consiéered'
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I colect lling or Verbal w 0]
4 verbal Counselling a arning: A verbal co

n ing is an informal discussion with the employee to addr i

i ess

! wag; t-time misconduct. It serves ag 5 Cautionary ically
or

! Joesn't result in written documentation.
3 0

2) tion that is documented in t.he empl
ac problem, the expectation for
th‘; sequences for further violations,
const

4 Demotion: In some cases, an emplo

) position within the organisation, whj
and responsibilities, .. .
gq:d.msp-‘ss,z“ﬁ. P 4 4\1' (.

nCaViil

6) Probation: An employee may be placed on probation, during which thejr

behaviour and performance are closely monitored. Failure to meet specific
conditions during probation can result in further disciplinary action,

7) Fines or Financial Penalties: In some situations, emp
financial  penalties as a disciplinary measure,

organisations where financial impropriety is‘a concern. ..

loyees may face

particularly in

3) Rmssigqment: Reassignment involves moving the employee to a different
role or department within the organisation as a disciplinary measure.

13.6.  Domestic Enquiries

he interna] hearing which is conducted by an organisation against one of
S OWn employee in order to judge the employee whether he is guilty of the
isconduct or net g regarded as domestic enquiry. Finding out the real

= about the allegations made against a certain employee is the main
djective of do

mestic enquiry.

© related to natural justice must be adopted while conducting the
*m €1quiry. Domestic enquiry should be treated as an opportunity to
;vi ;:agement to depict that every measure is taken by the orgar{lsatlor;1 ;o
10cene ® OPportunity to the accused employee to prove his or i

©, Tather thap treating this process as burden on the managemen

aStef”.l EXercise resulting in Wastage of time, expenses, and resources
d ANisatjop

U the )
‘mestjc

|
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The..presence o'f followmg mdtvnduals is mandatory durmg th . m
domestlc\enqutry L Ocess,

D Enqmry Oﬂ'iccr. No pcrsonal knowledge of the incide
possessed by the enquiry officer with respect.to the issueg’ fo
charge sheet has been. issued and he should also not have il hld-.u

indirect interest in the case. The principle of natural justice will be Ireey
ifan enqulry ofﬁcer performs the role of both the Judge and the w Vi oy
°Ss

2) Presenting Officer: Presentmg officer is the representatwe
management. By adducing the..various evidences and Wltnes
presents the case in front of the enquiry officer on behalf 5]

~ management. This individual can also be a witness and in this evof
has to be examined first of all. The right to cross examl;m’
- delinquent - employee, his witnesses and. to venfy all the preeﬂ
. documents is given to the presenting officer. - se"“

. 73) .,_.Delmquent Employee: The most vital 1nd1v1dua1 in any do

- - enquiry is the delinquent employee. It is up to the choice of dehn
. employee to defend the case himself or to be represented by anofﬁc
of the union or co-workers. In fact, the right to be represented py
lawyer is also given to delinquent employee if the provrsrons
certified standing order permit this or even if other lawyer is presen
- the management. If a delmquent employee does not come-p
participate in the domestic enquiry after several reminders, person
~-liable to be pronounced as ex-parte. ]

¥y 1

_"_3.362 Conductmg Domestlc Enqulry SRS *é

-~ described below

The: process which  is adopted in conductmg the domestlc enq

1) - While 1n1t1at1ng the enqun'y, the name of all the partlmpants 0
"'~ enquiry process should be recorded. Generally, the domestic enqm“
~“conducted - by enqu1ry “officer, presenting officer, 'the" delmq"
. employee or his répresentative, the complamant or his representim‘(t
~ present. In this process, no outsider is allowed. _‘ 'a
- The entire process of conductmg the enqurry is explamed toi
c delmquent employee in the language which is understood by 2%
his consent is taken. The charge sheet is read-out and CXPla‘ne
-language of delinquent employee and he must verify that
process of conducting the enquiry is understood by him &%
understands the various charges, which are raised against hlm
charge sheet.

2) By re-affirming the incident or offence, the case is OPened

presenting officer in the presence of all and the witae® ppd

called alongwith the complainant and documentary proofs *
the claims.
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All the witnesses and the complainant can be cross-
delinquent employee on the ora] Stateme
which is being produced by the complaina
In case the delinquent declines to crogs o
witnesses, it should also be recorded.

5) The delinquent employee will be

5 examined by the

nt alongwith any document,
nt during the examination.

Xamine the complainant or his

o

-

s

ments of witnesses will be

on can be conducted by the
itnesses.

recorded separately and the crosg examinati
presenting officer, the complainant or his w
St ) All the questions necessary in the intere
2. by the enquiry officer to the delinquent
7) The delinquent employee or his re
witnesses, complainant, and enqui
proceedings of the domestic enquiry

st of the justice will be clarified
employee.

presentative, presenting officer,
ry officer should sign all the
which is being recorded.

g

34. ..,"PART"gi,f"@T_iﬁV_E‘T"ﬁ_;’_‘f;_f T e
U NAGEMENTWORKERS® = =
PARTICIPATIO‘N_;-*IN:;MANA‘GEMENT‘ (WPM)

34.1. Meaning and Definition of WPM
WPM i a

) N approach to management which involves 'participation and

INteraction of af) Stakeholders to achieve a mutually agreed objective. It
j means diffe

|

Tent things to different stakeholders, For example, the workers
- o OPportunity to participate in the decision-making process, thereby
enhgr}cing their status and exercising their control over the organisational
tf gﬁCISlons. The management on the other hand, gets an opportpnity ‘to involve
incrsetak-e holders thereby enhancing internal har.mopy, reducing discord an(i
com Saing overall efficiencies within the organisation. WPM is an integral
i Rel Ponent of Industrial democracy and based on the concept of ‘Human
§ e ons* which aims at creating value for both employees and employers. It
(il Chableg th ;

© employees to get involved in the management processes.

k




" According to Sawtell, “Participation is any or all the

[
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According to Davis, “Participation is a mental and emotig
of a person in a group situation which encourages him tq
and share responsibilities in them”.

giS]ati
na jpu.
oy Voly, |
(:Ontnbute toem
&
. 15 Proce
employees other than managers contribute positively tOWardzs;? oy

of managerial decisions which affect their work”.

3.4.2. Features of WPM

For WPM to be successful, following features are essentia]-

1) Responsibility of the Participants: The workers s
responsibility that comes with WPM. This is essentia] tq mak:?pt
Accepting to participate in the WPM process entails g¢ Ceptgnm
responsibility. This in turn generates a feeling of belongingness.c‘
employees and they strive towards executing the decisiong effectlin
Complete involvement of employees in decision-making Proces ;

~ directly or through unions, makes them more accountable, *'~ "

2) ‘ngocraﬁc Principle: In modern day’s large induslri'és,l it is iit;t'pg@
for all workers to participate in decision-making process individually,

 the principle of democracy or electing a forum is followed. This refly
- creation of unions, general bodies, and other represeritative bodies iy
workers’ representatives in management decision-making. e

3) Ability to Impact Decisions: It is universally believed that the
pillar for ‘an ‘organisation’s ‘high productivity; " mainteranck,
technological adaptability is the workforce. Considering:
significance of workforce, WPM enables workers to influence decis
making. processes at various .levels thereby .increasing. their.ov
contribution towards activities of the organisation.~« = -+ "

4) Influence on Policy Formulation and Execution: WPM is not o
confined to operational decision making but also encompasses P
. formulation and execution. It is pervasive at all the organisational le
different forms. The participation is limited only till the consultatio?
in ‘joint consultation’. On the other hand, under ‘joint decision™ i
the decision-taking authority is shared and everyone gets equal say_ﬂ}o
5) Self-Management: Once workers get involved . in mate
responsibilities, they tend to become more responsible- l?upﬁaﬁ‘
efficiency, discipline, discord, enthusiasm, etc., tend t0..'f‘ut9m

- improve. This is possible because under WPM, the manageﬂa-l"’-p-e'
are completely in the hands of employees, i.e., self—’r,nal'lagemep i)

3.4.3. Objectives of WPM i

WPM seeks to fulfil the following objectives: is ¢l

1) To Enhance Productivity: The primary objective.of WPM .goal'
that all stake holders work in unison towards a comm®’ et
increase efficiency, reduce wastages, cut costs, improV® P8
and ensure quality of output.

.
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2)

3)

4)
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o Promote Internal Democn:acy: Industrial democracy being a sub-

of the political dempcracy 1s promoted through WPM by giving the
workers, a say in running the organisation. The employers also start
focusing On the human nee(?s of the wor!<ers when they are involved in
the decisions re.gardmg t.h?lr own working conditions. WPM instils a
'sense of belongmg: pamcnpa'tlon, .and achievement amongst workers.
This fosters a feeling of satisfaction amongst workers that they are
;nvolved in all the activities of the workplace.

To Promote Harmony: WPM is the best method to achieve
industrial harmony. It aims at providing workers with a platform to
share their views, opinions, and grievances thereby reducing
potential friction and encouraging industrial peace. It also makes it
easier for workers to. accept technological changes, ‘business

practices, new products, etc.

" To Ensure Better.Communication: Under WPM, information tends

0 travel without any hindrance in both ways, i.e., top to bottom and
vice versa. Management gains access to real-time feedback and
gestions from workers and in tu, it becomes easy to communicate

‘ -downwa;ds. This helps in improving the overall quality of decisions

)

taken. All of this is made possible through increase in participation of
workers under WPM. % Gk .

To Increase —Workers?jAccountability: WPM aims to encourage workers
to accept responsibility and fosters a healthy outlook towards their work.

To Provide. Emotional Contentment: WPM also aims at providing
.workers'with. much -needed satisfaction at their workplace. Rather than
being mere spectators or onlookers, they tend to feel as co-partners or

. equal stake holders in the organisation. Allowing them to. express

7)

themselves freely, makes them feel proud and content. All these facets go

along way in fulfilling their non-monetary or non-materialistic needs.

To Raise Quality of Work Life: Greater say in the processes and
decisions of an organisation, active participation, the right to be heard,

- etc:, have a long-term' positive impact on the overall quality of work
3 8 3 S

-'«life of workers within an organisation.

8) To E.Stablish'.’,Mutual Cooperation: WPM is a great modern day

'mandgement tool which seeks to increase mutual trust and cooperation
betwee‘n managements and workers, leading to better efficiencies,

produCtivity, satisfaction and quality of outcomes.

344, Prerequisites for Successful Participation

0

F : i .
Or a fruitful and successful participation, following prerequisites are essential:

li‘"‘diﬂl Organisational Environment: For successful participati.on 9f
" © Workers, the overall organisational climate should be conducive in
alure.  There should be proper bonding, understanding and mutual
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in and -must-. acknowledge - worl.cers’thidcas,. Opinions, . M’"l
grievances, etc. and must appreciate them. Thig gene ,
workers a feeling of being heard and valued.

i icipation: Proper Planning ang :

2) Adequate Time for Partlclpat.lon | coongs 2
) reqsged along with adequate. tlmf.‘. for enabling workery’ par(:;;a"m
Involving workers in sudden situations does not prove feaSib]e; patloQ

3) Importance of the Issue of' Participation: Tpe topic g
participation should hold equal }mp.ortance tf) both Organisatidns !bg1
the participants. The entire participation exercise would appear 5 L
or wasteful, if the subject is not of mutual interest Or concerp tlk

4) Potential Workers: In order to participate, the workers shoulq Pos
the ability and know-how. Only potential Workers o ths:s‘
representatives are suitable for the participation. Also, the Participyg 8|

of workers should have relevant importance towards Organjsag; 0"

R 0
goals and should be beneficial in long-term. i
5) Effective Communication: An effective communication jg essennaL |

between both the parties (workers and management) for succeésﬁf[’ '
participation. For effective communication, right u’nderstandﬁ‘g 'inBﬁTi? ki
SEEE

exist between both the parties. Successful participation is determineg
by an effective communication in the organisation. B

6) Protection of Authority: All organisations have an 'internal System off >
allocation, delegation and dispersal of authority both for employees af

workers, which is essential for any organisation to run successﬁxlli’."lf"". :"
“effective participation, it should be ensured that the authority structr &
. . g4 {0

1s'not disturbed or undermined in any way. . S

7) Participation  Costs: The financia] cost and implications ‘of lef ¥
~Participation” should be carefully evaluated so ‘that the cost does
outweigh the benefits. The non-monetary costs have to be paid mot 3"»\;’
attention as they are more critical to handle than the monetary costs:# B
8)  Alignment With the Policy’s Framework: The partiCipéﬁfmg \]
workers should be within the' framework ‘of ‘the ‘overall Po}t'lm Ny
It means that every activity, decision or function of the Pam‘:’pa EN
shoulq be within the boundaries - of the organisation aligm9§:?§f:’y
organisational goals. : ST T ua‘ DAY
9) Growth-Oriented Approach: The management should COnjs'iaq:]:eg i Y
importance of the workers in their progress. The workers Sl!ol«:lgél-‘i LYY
informed about the Importance and benefits of participation, He,g_, 3 {14141
progressive approach should be followed. ' 23 e e ﬁ{ _

[ AR
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all

10) Training and Education: A Participation is a novel concept ‘y{" |
workers should be trained and educated about the advantagcs"bqg'-?‘.: !‘ g
receive by successful participation. ' REG | \ :
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} Co“efn.,;;'; opid N enie w2 i) MG ey it s nighive meny s -
: """;1"()5?:_,»1,;'¢F ormS/Meﬂ.lOdS}Qﬁ--WPM]nIIndiaw". Do o
. 3";,0ds of WPM prevalentindndia, are ag:-followstsiz.. .1, oo oim
etCollccti‘re Bargaining:: Collective bargainingtakes: plade; between the

1) anagement and the representatives of, workers (gencrally, trade, ynion
8 . igaders)., This s done 1n order to resolye the issues which arise due to
- ™ the contr: ierests ol management and the, worker
cuch issues are salaries, allowances, holidays, etc. Before reaching to
1" conisensus, ea’Ch_Of"ﬁ}e'P’aﬂléS refuses ‘the viéws of othérs ‘to’ derive
- maximumn benefit. They also use Various tools for'it such as threatening
. "to'go on strike, lockouts, etc. But, once the consensus is ‘attained, both
the parties are bound to follow it. ‘ iy i TR e 4
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| 2) participation through Staff or Works Council: These councils are
1l “ represented only by employees. Either a single work council can be
“'made for the whole organisation or all the hierarchical levels can have a
“'separate work council. In both the cases, concerned employees choose
the members of their council. :

i
I

: 3). Joint Management Councils and Committees:- No considerable
lt . attention is. paid. to these councils by the management and by the
s workers as well because they only recommend and suggest the things
| instead of doing proper negotiation. :

4) Board Representation: In this method, one or more representatives of
. -workers are included among the board of directors of the company. Being
a board member, they are supposed to talk to the other directors regarding

- -the workers, entirely depends on the attributes of the representatives, i.e.,
" decision-making power, company awareness, thoughtfulness, educational

* - -qualification, etc. The number of representatives among the board of
. directors may also impact the decision. -~ - Fe |

/+3) Participation through Complete Control: . In- this method,
- Organisation is managed entirely by the boards elected by-the workers.
~ This concept is referred to as self-management and is being followed in
* Yugoslavia. In the case of self-management, all the activities of
-Management are directly controlled by workers, as they get it done
through the elected board of representatives. The benefits of this system
are that the workers get recognition in the company and chances of
conflicts decline. This is because the workers become loyal tovtfards
COmpany in such systems. This system is favoured by 'tradf: unions,
though it js not a solution to the problem of worker’s participation 1n

|
%
|
|
i
|
!

|
|
|
|
f

Management as workers loose interest and do not participate in

Management activities and decision-making.

6 ) o
) Par.t'?'paﬁon through Ownership: Another way (o~ Wi the
Aticipation of workers in management is by making them part OWners

d ‘anictofy interests of management and the workers, Some of

\- ... the interest of workers. The favourability of the result of negotiation, for
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7)

8)

MBA Third Semester (Industrial Relationg and Leg;
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n

of the company. It can be done by encouraging them ¢ 8)"1]"

shares. For this, management can even provide facility of O buy ‘%

advances, etc., to the workers. An additional advantage L loans!

workers will perform their duties with more commitmen¢ andod it i &
od:

Participation through Job Enlargement and Job Enricy lcallo,l
horizontal expansion of one’s job is known as enlargeme ment,n
which the tasks of same level are added. Whereas, enrichmzt of jo i
a vertical expansion, in which responsibilities are addeq to 0t of job,
job more exciting and motivating. The prime Objec;\} € one
enlargement and enrichment of job is to remove the mOn:t‘ hiy
make - it rather interesting. It is mainly in the case of pron a
industries where some jobs require high concentration, Particj od‘_‘ i
workers is supposed to increase with the help of job enrichmenrt)atlof{i
enlargement because these techniques liberalise the employees ?ndlﬂ_
decisions. But, with the help of this method the degree of par; c:i°.‘=;1.
remains limited to the decisions concerning his/her job. I Péu‘

Participation through Suggestion Schemes: Under this meﬁ;od
WPM, suggestions of employees on various issues are invited éniit;
best one is rewarded. This is done to encourage the participatioil.

- employees in the process of administering various organisationa] issy

9)

like waste management, safety measures, energy conservation, etc.

Participation through Quality Circles: Quality circle is referred o
a group of six to eight workers of identical working area, v
voluntarily participate in order to identify the quality related proble
of their working area, analyse it, and to find its solution. Its meeti
are held on monthly or fortnightly basis. The initial meetings after
formulation of quality circle are used to impart training to the cit
members. Various techniques of quality control, industrial engine
and group dynamics are used to train the members for developing?
problem-solving skills in them. Some of the techniques used are &%
and-effect analysis, . brainstorming, Pareto analysis, stratificalt
scatter diagrams, histograms, control charts, etc. It is believe.d'fh'f
effective execution of quality circle can produce authentic’®
remarkable results, that too within stipulated time. a2

)
>

In case of small-scale production systems, quality circle Playse"
important role. A technique named as ‘Kaizen’ is used in these sy
to increase the level and quality of output as well as to dc:ct't?ilse the‘.‘j
incurred in production. In this technique, human resource 1S pec'téi
as the most valuable resource of the organisation, and henc€ h asls'
spirit and worker’s participation is encouraged. The emp rO“
Kaizen is not on replacing the old machines with new an ia0?

s « e . . . 0
ones rather it uses the participation of workers with intent of ¢
snrovement of exictino technicanec and menradinrec
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4.6. Importance of WPM

1;1 js important in following ways: / '
provides Organisational palance: Organisational balarice can be
achieved to a greater extent if the worker’s do participate in the process
of analysing organisational problems and attempt to resolve - them.

Doing SO €an l.ess‘en. the chances of intra-organisational conflicts and
{SSueS, both on individual as well as on group level.

col

3,
WP
1)

pecreases Misunderstanding: WPM helps in decreasing the
misunderstandmg,, which often arises between management and the

3) Lessens quustrial Cf)nﬂict: The root cause of industrial conflict is
‘the dissimilar set of interests of different parties. Both the parties
perceive 'thel%' Interests as reasonable. In such situations, worker’s
participation 1n management tries to bring congruency in the interest

of both the parties, in order to remove the above mentioned root cause
- of industrial conflicts. '

2)

4) Provides Opportunit.y of Individual Growth: In participative
~ management systems, individuals are given chance to initiate and give
" creative inputs towards the fulfilment of organisational objectives. This
iricreases the creativity and responsiveness of employees which in turn
contributes to overall growth of individual.
5) Enhances Productivity: Various studies concluded that unsound
* relation between labour and management does not motivate workers to
make extra efforts on their work. Workers participation in management
- develops' good management-workers relation, which in turn motivates
“"the worker to work more than the desired level. Hence, the organisation
“achieves greater productivity.



