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Policy
Grievance Policy
	Document Identifier:
	Effective Date:   
	Version No: 



Purpose
(Company) will ensure that all employees have access to complaint mechanisms and are encouraged to raise any grievance they may have regarding another employee and/or other aspect of their employment without fear of retribution.
(Company) acknowledges that handling such grievances in a proactive manner is an important part of the continuous improvement process.
	
Statement
This is achieved by:
· Creating an open environment that enables employees to lodge a grievance with their supervisor, manager or directly with Human Resources
· Educating and informing employees of the Grievance Policy and Procedure
· Investigating and responding to grievances in a timely and efficient manner and keeping the complainant informed at all times of the progress of their grievance
· Handling all grievances with fairness and in accordance with the (Company) principles of natural justice and consistent with any other relevant policies and procedures 
· Ensuring that all grievances are kept confidential and only discussed with parties required to be involved in its resolution
· Enabling all parties to have a support person as required
· Compliance with all Award dispute settlement provisions for grievances arising from matters under the Award or in relation to the National Employment Standards.

Definition
Grievance is dissatisfaction with any aspect of work or the work environment.
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SCHEDULE A

GRIEVANCE POLICY UNDERSTANDING ASSESSMENT



Employee Name:		


Site/Department:		

Grievance

What is the definition of grievance

1. 	

True or False

(Circle the correct answer for each question)

1. Employees can lodge a grievance complaint with either their Supervisor,	True  /  False
Manager or directly with Human Resources	

1. It is ok for the Supervisor to discuss a grievance with anyone that asks 	True  /  False
	
1. The complaintant does not need to be informed about the progress of their 	True  /  False
Grievance

1. All employees should be educated and informed of the Grievance Policy 	         True /  False
and Procedure

Employee Signature: 		

Date: 		 /	 /	


HUMAN RESOURCES ONLY

Human resources must confirm that the Employee has demonstrated an understanding of the Policy in answering the questions correctly.  Where an Employee has demonstrated this, Human Resources must sign off below and a copy must be placed in the Employee’s training records and personnel file.

Where an Employee has not demonstrated the requisite understanding, the Employee must be directed to the area of the policy that they must review and complete the Understanding Assessment again.

HR Name:		

HR Signature:		

Date: 		 /	 /	
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