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1. INTRODUCTION
1.1 The Company acknowledges that any employee who has a Grievance or is dissatisfied with any matter concerning the employee's work situation or conditions of employment, will have the right to lodge such a Grievance, in writing, with the Company.

1.2 The Company will consider and attempt to resolve any such Grievances timeously and to the satisfaction of both parties.

1.3 The Company has therefore agreed to implement an appropriately documented Grievance Procedure, to address any dissatisfaction speedily, effectively and at the appropriate level.

2. AIM OF THIS POLICY
The aim of the Grievance Procedure policy is to provide a mechanism for employees and the Company to prevent and resolve Grievances in the workplace effectively so that the causes of such Grievances can be addressed as equitably and speedily as possible and in so doing protect the interests of management and employees of the Company.

3. SCOPE OF THIS POLICY

3.1 This policy applies to all employees at various levels of employment, i.e. Permanent, Fixed-Term and Casual employees as defined by the Labour Act.

3.2 Any employee may therefore utilise the grievance procedure.

4. DEFINITION OF A GRIEVANCE

4.1 A Grievance is a formal complaint by an Employee concerning a possible violation of the Employees rights or agreed upon contract between the employee and the Company. A Grievance is not a gripe, which is generally defined as a complaint by an employee concerning an action by Management that does not violate the labour contract.

4.2 The following are examples of types of Grievances that may be experienced:

4.2.1 Victimisation

4.2.2 Unacceptable working environment

4.2.3 Unfair or inconsistent behaviour by a Manager towards a subordinate

4.2.4 Unfair Discrimination

4.2.5 Sexual Harassment

5. GENERAL GUIDELINES

5.1 Any employee or group of employees may lodge a Grievance with the Company which is of direct concern to them in terms of the Grievance Procedure.

5.2 Any Grievance lodged will be attended to timeously and will not be unreasonably delayed.

5.3 All Grievances lodged in a fair and just manner will be considered.

5.4 No victimisation of any employee who has lodged a Grievance will be tolerated.

5.5 The Company will allow an interpreter if necessary.

5.6 The Company will allow parties to call witnesses to testify.

5.7 The Company will question witnesses if necessary.

5.8 The investigation will not proceed if the aggrieved party is not present.

5.9 Any employee lodging a Grievance may be accompanied and represented at any stage of the Procedure by a colleague of his/her choice, who is an employee of the Company.

5.10 Employees will be remunerated at their normal pay rates for the time spent with Management in discussing Grievances on condition that the prescribed Grievance Procedure is being complied with at all times.

5.11 All Grievances will be treated as confidential and as sensitive as is possible under the particular circumstances. It must, however, be acknowledged that an investigation into allegations must be conducted, which may involve interviewing the various parties involved.

5.12 Where the cause of a Grievance is due to a misconduct and/or contravention of the Company’s Disciplinary Code and Procedures (see Policy Nr. LR-3) by any employee, group of employees, or member of Management, the Company will take appropriate disciplinary actions against such person or persons.

5.13 Should the Grievance remain unresolved after all possible steps were taken within the Company, such a Grievance should be referred to the Disputes Resolution System as provided under the Labour Relations Act (LRA).

6. STEPS IN THE GRIEVANCE PROCEDURE

6.1 First Step – Immediate Supervisor/Manager
6.1.1 An employee who has a Grievance must first notify his/her immediate Supervisor/Manager, who will endeavour to resolve the issue within two (2) working days of the issue being raised.

6.1.2 The Manager must take the initiative to resolve the Grievance, by consulting with all relevant parties in a Grievance to arrive at an equitable decision.
6.1.3 If the employee is not satisfied with his/her supervisor's decision, then the employee will have the right to raise a formal Grievance with the next level of Management within two (2) working days of his/her Supervisor/Manager’s decision.

6.1.4 If the Grievance is directed at the Supervisor/Manager, both the employee and the Manager should exert themselves to resolve it, without involving other people.
6.2 Second Step – Human Resources Manager
6.2.1 If the employee is not satisfied with his/her Supervisor/Manager’s decision, or if the Grievance concerns the employee's Manager, then the employee will complete a Formal Grievance Form: Appendix LR-4-1 stating the nature of the Grievance and the settlement desired and submit such a form to the next level of Management within two (2) working days of the Supervisor/Manager's decision.

6.2.2 The Human Resources Manager (who takes on the responsibility to inform Management) will schedule a meeting within five (5) working days after having received the formal Grievance Form.  The time period may be extended upon agreement by the parties concerned.

6.2.3 The meeting which will be attended by the employee, a representative, (if requested by the employee) and the immediate Supervisor/Manager and will be chaired by a senior management member.

6.2.4 Minutes will be kept of such meeting, whether written or on a tape recording. Any decision made will be recorded on the Formal Grievance Form.

6.2.5 If no satisfactory answer has been received by the employee within two (2) working days of the formal Grievance having been lodged, this will be noted on the Formal Grievance Form and the employee will be advised to take the issue to arbitration (labour lawyer or another neutral third party), which has to be done within two (2) working days of the Grievance meeting’s decision.

6.3 Third Step – Neutral Third Party
6.3.1 The final step of the Company’s Grievance Procedure takes place when the matter is referred to an agreed upon person who will act as a neutral third party. 

6.3.2 The Human Resources Manager will schedule a meeting with the neutral third party, to be attended by all the parties previously involved, within five (5) working days. This time period may be extended by consent of the parties concerned. Minutes of such meeting must be in writing, however, any decision made will be recorded on the Formal Grievance Form and such decision will be conveyed to the employee within two (2) working days of the date of the meeting.

6.3.3 Should the employee still be dissatisfied with the result, he/she may make use of the statutory dispute resolving procedure by referring the matter to the CCMA. 

7. GRIEVANCES SUBMITTED ANONYMOUSLY

7.1 All employees are entitled to be treated with respect and dignity and accordingly, if accused of any wrongdoing, individuals must be afforded the opportunity to defend themselves against their accusers. 

7.2 Any Grievances or complaints which are submitted anonymously will therefore generally be ignored, as these cannot be substantiated.

7.3 However, should the anonymous complaint be potentially libelous or bring the reputation of an employee into disrepute, the Company may investigate the origin of the complaint. Once the originator(s) of the anonymous complaint is identified, he/she may face disciplinary action.

8. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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