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GRIEVANCE POLICY AND PROCEDURES
PURPOSE AND SCOPE

The purpose of the Desta P.L.C Grievance Procedure is to assist in resolving workplace
issues/problems as they develop. We recognize that workplace challenges may arise from time
to time and have found that the best way of maintaining job satisfaction and good working
relationship, is to follow a procedure for solving problems and grievances.

The procedure aims to provide all employees with a number of avenues to have their
grievances heard and resolved.

OBJECTIVES

Desta P.L.C is committed to providing a fair, safe and productive work environment where
grievances are dealt with sensitively and expeditiously.
DEFINITIONS

What is a grievance?

e A grievance is any type of problem, concern or complaint related to work or the work
environment. For example, you could have a grievance about: transfer or promotion staff
development or training availability, rosters or hours of work, wage or salary levels, leave
allocation, the work environment, safety in the workplace, the nature of supervision,
performance appraisal, discrimination or harassment.

e A grievance may be about any act, omission, situation or decision that you think is unfair,
discriminatory or unjustified.

e Our policies regarding Equal Employment Opportunity, Bullying and our Harassment and
Discriminatory outline the types of behavior that are and are not acceptable within our
workplace.

Responsibility
The following people have a responsibility in relation to this procedure:

Managing Director
Factory Manager

Human Resources officer
Grievances Committee
Supervisors

Procedure

The following procedure sets out the way in which we will handle a complaint. Please use it if
you need to. Do not let people get away with harassment and unfair behavior.

1. Our Grievance Procedure is:

e CONFIDENTIAL - Only the people directly involved in the grievance, or in sorting
it out, can have access to information about the grievance. Information goes on an
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employee’s personnel file only if they are disciplined as part of sorting out the
grievance.

e IMPARTIAL - All sides get a chance to tell their side of the story. No-one makes
any assumptions or takes any action until all relevant information has been
collected and considered. All sides have access to support or representation if they
want or need it.

e FREE OF REPERCUSSIONS OR VICTIMISATION - Management takes
necessary steps to make sure that people involved in a grievance are not victimized
by anyone for coming forward with the grievance or for helping to sort it out. Any
victimization will lead to disciplinary action. However, if the grievance procedure
is used by an employee to lie about someone, the employee too can be disciplined.
Of course, if we decide that we need to take disciplinary action against someone
for breaching any of our policies or standards, then we will do so. However, we
will do this fairly and consistently.

e SENSITIVE - the people who help sort out grievances have been specially trained
to treat all grievances sensitively. You won’t be laughed at or treated badly for
making a grievance, or for explaining your side of the story.

e TIMELY - Management aims to deal with all grievances as quickly as possible.
There are time limits for the different stages. The aim is to sort out all grievances
within four weeks if at all possible. Most grievances can be sorted out even faster
than this.

2. Lodging a Grievance

The Grievance Process is a formal and agreed practice that the Company’s employees
may follow in order to resolve workplace problems. This is done by completing the
Grievance Notification Form. The Grievance Process is based on the principles of
natural justice and aims to resolve problems that arise as close to the source as possible
with graduated procedure (steps) for further discussions and resolution at higher levels
of authority, as necessary.

Procedure (Steps)
This is a four-level procedure.
Level 1.
The employee attempts to resolve the complaint as close to the source as possible, generally by
discussing the issue with the person involved. This level is quite informal and verbal. Should

the employee not feel confident in discussing the matter, they should proceed immediately to
Level 2.

If the matter is not resolved, proceed to Level 2.
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Level 2.

The employee notifies their supervisor or production manager (in writing or otherwise) as to
the substance of the grievance and states the outcome sought. Discussion should be held
between the employee and any other relevant party. This level will usually be informal but
either party may request written statements and agreements.

Should the person who is the subject of the complaint be the employee’s manager, the
employee should notify another manager, or another member of the company at an
appropriate level. This level should not exceed one week.

If the matter is not resolved, proceed to Level 3.

Level 3.

The production manager must refer the matter to the compliance committee. A grievance
taken to this level must be in writing from the employee. You must complete the employee
Grievance Form. Unless there is a very good reason you must do this within two working
days. The production manager will forward any additional information thought relevant.
The compliance committee will communicate with all parties and will provide a written
response to the employee. This level should not exceed one week.

If the matter is not resolved, proceed to Level 4.

Level 4.

The employee will be advised of his/her rights to pursue the matter with the appealing
committee, Managing Director, board of directors or external authorities if they so wish.

3. Some Possible Outcomes

3.2

3.1 Joint agreement

Many grievances will be able to be settled by joint agreement between the people involved in
the grievance.

No records or notes will go on anyone’s personnel file. The person who handled the grievance
will write a confidential report. This report will be filed in a confidential grievance filing
system within human resources. Only the Managing Director and Human Resources officer
will have access to this, and only when necessary.

Not enough proof to be able to act

If there is not enough proof to work out who is telling the truth, no disciplinary action will be
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taken. Instead, we may decide to:
e keep a closer watch on the people involved

o Consider wider staff training on the particular policy or standard involved.

3.3 Disciplinary action

If the person sorting out the grievance decides that there has been a breach of one of our
policies or standards we may discipline the person or people who breached the standard or
policy.

If your grievance consists of lies, you can be disciplined. If the person or people you
complained about are found to have committed a breach of one of our policies or standards,
they can be disciplined.

The level of discipline will depend on such things as:

e the seriousness of the breach

e whether they/you knew what they/you were doing and intended to do it

e whether they/you have been officially warned or disciplined before about this type of
breach

e Whether there are any circumstances that mean they/you should not be disciplined at
all, or not disciplined so seriously.

Discipline could involve one or more of the following:

e awritten apology

e counseling

¢ an official warning

¢ loss of promotion rights or wage/salary increases for a specified period

e transfer or demotion

e Dismissal.

A record of the grievance and the resulting disciplinary action will be placed on the personnel

file of the person who is disciplined. The grievance handlers will also send all their notes and a
copy of the record of the grievance to Human Resources Department for filing.

3.4 How will the appeal work?

The person who handles an appeal will generally ‘rehear’ the grievance, by going through the
same steps as the person who handled the original grievance. However, they may decide to
interview more witnesses if they think they will be able to help.

They may confirm the original decision or overturn it.

In addition, if they believe the original grievance handler mishandled the grievance in a way
that breaches this grievance procedure, they may recommend disciplinary action against that
person.
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4. Some Possible Outcomes

All records, including allegations, investigation reports, interviews and file notes will be
securely kept within the Human Resources Department to ensure privacy and

confidentiality is maintained for all parties involved.

Signature

Factory manager

Signature

Managing Director

Date

Revised on 2022

The policy will be reviewed yearly by the Sustainability Manager.




