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OBJECTIVE: H i:

e To ensure employees have a system for addressing their grievances with the management.
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e To prevent barriers getting in the way of the highest possible level of performance.
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e To maintain the reputation of the company as a fair and honorable employer.
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APPLICATION: % [ :

An employee with a genuine grievance has the right to seek redress and have the matter settled speedily and
without prejudice.
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Care should be taken to deal effectively with all grievances. It should not be assumed that they are all made by
over-sensitive people. There may be actual cases of bad-management whereby those managers are no longer an
asset to the company, but a liability.
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At the same time, a balance has to be reached so that managers are supported in the decisions they make and
do not have their authority undermined in front of their staff. This has to be achieved without compromising the
grievance procedure.
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Genuine grievances such as racial or sexual harassment must be treated very seriously and addressed
immediately using the disciplinary procedure if necessary.

PR EE BRI AE FAE M AN, U™ A SR Ry, a0 2, 7RISR L8R 0 R PP 7 DA B

Managers, on appointment, should be made aware of and understand the value of the grievance procedure. This
is to ensure that the grievance procedure is allowed to work in reality and does not become a well-intentioned
policy on paper only.
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STATEMENT OF POLICY
B

1. The company values the diversity of personal interests, race, religion, color and sexes and will aim to always
provide equal opportunity and a positive working environment.
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2. The grievance procedure is in place to enable employees who have a complaint (arising from their
employment to have it dealt with at the nearest appropriate level as quickly as possible.
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3. The following procedure applies to grievance reporting:
DL IE T R
Informal stagedF I M B :
Before reporting a grievance the employee has the right to approach the Personnel Manager for
unofficial, informal and confidential advice.
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First Formal Stage 5 —1E U EX -
In the first instance all grievance are to be raised by the employee with his/her immediate supervisor.
The employee will be able to completely state the grievance, which will be thoroughly and seriously
discussed.
The outcome of this stage may be further investigation and / or immediate action.
The employee will receive feedback from their immediate supervisor within five working days.
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Second Formal Stage - IE U EX
If the employee is not satisfied that the problem has been satisfactorily dealt with at the previous stage,
the employee may bring the matter up with the next higher level — with the prior knowledge of his/her
immediate supervisor.
A decision will be given within ten working days unless extended by mutual consent.
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Final Stagef J&i [/ BX :
The procedure will be considered exhausted at General Manager level or at company CEO level for
Department Heads.
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4. The procedure will be carried out in the strictest of confidence and will not affect an employee’s current or
future career prospects unless the grievance was made in a malicious way with the intentions falsely accuse
an innocent party.
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