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GRIEVANCE POLICY AND PROCEDURE
PURPOSE

In the context of this policy, a grievance shall mean a work-related problem or a feeling of dissatisfaction or injustice on the part of an employee concerning an aspect of his employment. 

The purpose of the Grievance Procedure is to describe the Company’s policy with regard to resolving grievances and to ensure that grievances are considered and resolved as close as possible to the point of the origin and as speedily as practicable.

1. PRINCIPLES

1.1 Where an employee feels aggrieved, it is the responsibility of that employee to take the grievance to his/her immediate manager. The employee may then expect a response from that manager within a reasonable period of time. The employee is then entitled to take the grievance to subsequent levels of management if dissatisfied with the immediate manager’s response.

1.2 All grievance meetings should be recorded on the appropriate form (Annexure 2). No grievance shall be regarded as resolved until the employee has expressed his/her satisfaction with the outcome.

1.3 The Grievance Procedure shall not be used by an employee for the purpose of:

· Amending any agreement entered into between the Company and/or any conditions of employment;
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· Processing a disciplinary matter or dismissal through it or 

· Collective bargaining.

1.4 The Company and the employee lodging the grievance may agree to either reduce or extend the steps and time limits stated in the Grievance Procedure.

1.5 A grievance shall be lodged by an employee within two days of the occurrence that gave rise to it. Should the grievance not be linked to any specific occurrence, then it shall be lodged as soon as reasonably possible. 

1.6 The resolution of grievances, subject to the steps set out below, shall whenever possible, be vested in managers.

1.7 Employees and employee representatives will not suffer any prejudice in their employment as a consequence of lodging a grievance in terms of the Grievance Procedure. 

1.8 Where a manager is not available to deal with a grievance, the Human Resources Officer shall designate another manager to deal with the grievance. 

2. THE MANAGERS ROLE IN DEALING WITH GRIEVANCES

2.1 A manager of the Company may be consulted by employees for advice and assistance at any stage of the Grievance Procedure. A manager will counsel and advise by:-

· Interpreting the Company’s policies and procedures;

· Developing and improving understanding of the causes and handling of grievances;

· Lending objectivity to the process;

· Preventing delays in grievance solving;

· Resolving conflicts between employees and supervisors and

· Rendering assistance where required.
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2.2 The Grievance Procedure and the forms referred to in the Grievance Procedure are obtainable from the Human Resources Officer.

3. PROCEDURE FOR AN INDIVIDUAL GRIEVANCE

3.1
STEP 1:
Informal Stage

· The employee shall first verbally raise the grievance with his immediate Supervisor.

· The Supervisor shall prompty consider and attempt to resolve the grievance. If necessary, the matter may be discussed with his supervisor and a decision made.

· The Supervisor shall notify the employee of the decision within 1 day, or agree with the employee in respect of the additional time needed to investigate the grievance.

3.2
STEP 2:
Formal Stage (Grievance From Required)

· If the Supervisor does not resolve the grievance within one day of it having being lodged with him, or has not agreed with the employee regarding any additional time needed to investigate the grievance, the employee may take the grievance further by completing a grievance form in triplicate (Annex 2). 

· During this stage, the employee is entitled to representation by a fellow employee.

· The employee shall hand one copy of the grievance form to his immediate supervisor and one copy to the Human Resources Officer. The Supervisor shall immediately hand a copy of the grievance form to the Managing Director.

· Any further facts and the reasons for the failure to resolve the grievance during the informal stage shall be set out on the grievance form.
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· If the grievance is resolved, the solution shall be recorded on the grievance form by the Managing Director and the employee shall acknowledge his acceptance of the solution by signing the grievance form.

· If the grievance is not resolved within two days of it having been lodged, the grievance will be referred to the Managing Director.

STEP 3:
Managing Director

· The Managing Director shall consider the grievance and review the Company Policy in relation to the grievance and attempt to resolve the grievance within two days of the grievance report having been submitted to him.

· If an enquiry has not already been held, or if the Managing Director considers that a further enquiry should be held, he shall convene an enquiry at which the employee and the witnesses shall attend and make representations.

· If the grievance is resolved, the solution shall be recorded on the grievance form by the Managing Director and the employee shall sign the grievance form, thereby indicating that he has accepted the solution.

4. GRIEVANCE CONCERNING AN EMPLOYEE’S IMMEDIATE SUPERVISOR

When an employee alleges that a grievance has arisen out of the act of a Supervisor or Manager, the grievance may be referred immediately to the next level of management.
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5. INDUSTRIAL ACTION

No industrial action (by strike, lock-out or other means) will be taken by either the employees or the Company on any incident that emanated from a grievance in terms of this procedure.

GEOACTIV (PTY) LTD

GRIEVANCE REPORT FORM

Name of Complainant:












Date of Occurrence:


Date Reported:






Name of Supervisor:



Project:





Detail of grievance:






































































































Proposed Resolution:


































Grievance Resolved:

YES/NO


Signed by Supervisor:






Date:





Accepted by employee:






Date:





STEP 2:
Grievance Resolved:

YES/NO

Employee Represented By:











Resolution:







































Signed by Supervisor:





Date:





Accepted by Employee:





Date:





STEP 3:
Grievance Resolved:

YES/NO

Employee Represented By:











Resolution:







































Managing Director:











Enquiry Approved by:
1)








Names of Witnesses:
1)




2)




Date of enquiry:





Signed by Manager:



Date:





Accepted by Employee:



Date:





STEP 4:
Grievance Resolved:
YES/NO

Resolution:







































Enquiry Approved by:
1)








Names of Witnesses:
1)




2)




Date of enquiry:





Signed by Manager:



Date:





Accepted by Employee:



Date:





