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[bookmark: _GoBack]Purpose
(Company)is committed to providing a safe and supportive work environment for all employees to be able to raise a grievance, dispute or complaint about any work related matter.
This Procedure is intended to provide a structured approach to the resolution of workplace issues for all employees and ensure that all grievances are resolved promptly and fairly with the aim of maintaining a harmonious workplace.
Where an industrial award has application, the award’s dispute settlement procedure will take precedence.

Responsibilities and Authority
Managers and Supervisors will:
· Provide support and guidance to employees who wish to lodge a work-related grievance
· Record all grievances and complaints and make recommendations to resolve the grievance/complaint
· Ensure that all grievances, complaints and disputes are dealt with in a fair, timely and consistent manner
· Ensure procedural fairness and natural justice is observed at all times, including the right of any employee to have support person present during any discussions
· Ensure that all grievances are kept confidential, except that parties directly involved in the investigation and/or resolution of the grievance will be privy to the details as appropriate
· Ensure that even if a grievance is raised informally there is follow up with the employee raising the grievance to ensure that it has been resolved.
Employees will:
· Ensure all grievances raised are based on fact and are not vexatious or frivolous
· Make all reasonable attempts to resolve the grievance with the aim of maintaining workplace relationships
· Ensure that any information shared as part of an investigation is only discussed in the appropriate forum and does not become general information or gossip.
Human Resources (“HR”) will:
· Provide support to managers, employees in the grievance process.
Greivance Procedure
1.1	Informal Resolution
All employees are encouraged to attempt to resolve their grievance in an informal manner whenever appropriate prior to reporting it to their manager or HR.  This may involve the person with the grievance approaching the other party or parties involved either verbally or in writing to discuss the matter and attempt to reach a satisfactory resolution.
Where the grievance is of a workplace bullying, harassment and or discriminatory nature the person is encouraged to contact their manager for advice on how to resolve their grievance.
Where the grievance is a workplace safety issue the person should contact a Health and Safety Representative for advice.
The matter will deemed to be resolved when the person is satisfied with the outcome without requiring intervention from a third party.
Where the grievance cannot be resolved informally the person may contact their supervisor or manager and or HR to discuss the next step in resolving the grievance.
1.2	Formal Resolution
1.2.1	Lodging a Grievance
An employee can lodge a grievance at any time with their supervisor, manager and/or HR either verbally and/or in writing.
The manager and HR will assess the grievance and advise the complainant of the best possible way to resolve the matter. Where the complainant has not previously attempted to resolve the grievance informally the manager and HR may provide them with appropriate advice necessary to empower them and enable them to deal with the situation in an informal manner. 
Where:
· the complainant does not feel able to resolve the matter themselves; or 
· attempts by the complainant to resolve the grievance informally have failed; or 
· the matter is of a serious nature and as such needs to be formally investigated
The Manager will obtain a detailed complaint from the employee and then implement a formal investigation
1.2.2	Recording a Grievance
Where the grievance is unable to be resolved in an informal manner and/or it has been decided that a formal process is required, the manager will make a written record of the grievance including:
A copy of the employee’s written complaint
· Details of the grievance and any relevant dates
· All relevant parties to the grievance i.e. witnesses
· Any previous attempts to resolve the grievance i.e. informal resolution and the outcome if any
· The complainant’s desired outcome
1.2.3	Outcome
Based on the above information and the results of any investigation the manager will make an evaluation and determine one of the following outcomes:
1.	The grievance is not substantiated and no further action will be taken
2.	The grievance is substantiated but does not involve breaches of company policy or misconduct. The manager and HR provide the complainant with options on how to resolve it. Options for resolving the grievance can include:
a) The Manager approaching the other party confidentially and acting as a facilitator or mediator between the parties to resolve the grievance; or,
b) Using a third party to attempt to resolve the grievance
	Where the manager is unsure of what approach to take they should consult with HR for assistance.
3.	The complaint is substantiated and is of a serious nature or involves a breach of company policy or misconduct.  If the matter requires further investigation the manager and HR will initiate that further investigation process. Where the matter is related to the performance or conduct of an employee, the Manager and HR will initiate the Unsatisfactory Performance or Misconduct Procedures.

Complaints about the Grievance Procedure
If the complainant or the person who is the subject of the complaint (respondent) feels that they have not received fair treatment, then the issue should be resolved by discussions between the employee or employees concerned and more senior levels of management as appropriate.

Vexatious or Frivolous Reporting
An employee found to have knowingly lodged a vexatious or frivolous grievance shall be subject to disciplinary action in accordance with the Employee Misconduct Policy.
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