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STAFF GRIEVANCES 

Policy

Background

The Organisation is a non-profit organisation established to optimise the quality of life for people with disabilities. The organisation is governed by MACROBUTTON NoMacro [Click here and type the type of govering body] (“Governing Body”).  The Organisation receives its operating funds from the MACROBUTTON NoMacro [Click here and type the government or other funding sources] in the form of MACROBUTTON NoMacro [Click here and type the form of funding].

Purpose and Scope

The purpose of this policy is to establish mechanisms for agency employees or volunteers and other unpaid persons involved in agency business (e.g. work experience participants and students on practicum) to lodge a complaint or grievance.  The policy has been framed around natural justice principles and individuals’ rights as they are specified in the Equal Opportunity Act (1984), Disability Discrimination Act (1992), Sex Discrimination Act (1984), Racial Discrimination Act (1975), Human Rights and Equal Opportunity Commission Act (1986), Workplace Relations Act (1997), Minimum Conditions of Employment Act (1993), Occupational Health, Safety and Welfare Act (1984), Privacy Act (1988) and Standard 8 of the Disability Services Standards (1993).  This policy applies to all of the agency’s programs and activities.

Policy Statement

The Organisation is committed to ensuring that all staff are free to lodge grievances, to have those grievances dealt with promptly, fairly and non-threateningly by the agency and to have those grievances resolved in a satisfactory manner if possible.

The Organisation will:
· Have appropriate policies and procedures on the lodgement and resolution of employee grievances.

· Ensure that all employees and volunteers are aware of their right to lodge a grievance and to have that grievance heard.

· Ensure that the hearing of any grievance will conform with principles of natural justice.

· Reassure staff that lodging a grievance will not prejudice them with respect to ongoing employment or career development opportunities.

· Ensure that the grievance and the agency’s response to the grievance are fully documented.

· Ensure that the Governing Body is informed of any grievances that are lodged, the actions taken by the agency in resolving those grievances and the final outcome.

· Implement appropriate appeal mechanisms at both service management and management committee level.



Procedure

When staff have a complaint the following procedures shall apply:

· Employees are encouraged to first discuss the matter informally and attempt to solve the problem with the involved party.

· If the matter is not resolved, staff members have the opportunity to complete a grievance report and to meet formally with their manager or supervisor within five working days of lodging the report.

· The manager or supervisor investigates the matter, seeking information from all stakeholders and prepares a response which is outlined to the complainant at a meeting.

· If the matter has not been resolved at manager level, staff members have the opportunity to meet with the MACROBUTTON NoMacro [Click here and type the title of the most senior manager] (“Senior Manager”) who, within five further working days, will review the grievance report and action taken to date, prior to attempting to resolve the grievance.

· If the matter has not been resolved at Senior Manager level, the grievance report is tabled at the next meeting of the Organisation’s Governing Body and the Senior Manager will provide a full briefing on the course and nature of the grievance and actions taken by the organisation to resolve the complaint.

· All formal grievances are recorded and reported to the Governing Body on an annual basis.

NB.
When an employee has a grievance against the Senior Manager the following procedures apply:

i. The employee is encouraged to first discuss the matter with the Senior Manager in an attempt to resolve the matter informally.

ii. If the matter has not been resolved then the employee forwards the grievance report to the Governing Body chair person.  

iii. The Governing Body chair person appoints representatives of the Governing Body to review the matter and prepare a response.

iv. The chair person and the Governing Body representatives meet with the Employee to outline the response.
Staff Grievances Flow Chart




Staff member voices complaint





Written notification provided to staff member.  If staff member satisfied no further action required.





Meeting with staff member to outline response.  Incorporating written notification.





Governing Body investigates matter and prepares a written response.





If staff member not satisfied matter referred to the Organisation Governing Body.





Further meeting with staff member to outline response.





Manager meets staff member within five working days for discussion regarding problem.





Matter attempted to be resolved informally at source.





If staff member no satisfied then matter formally documented and referred to Manager/Supervisor through completion of grievance report.





If staff member satisfied then no further action required.





Senior Manager meets staff member within five working days, investigates matter and prepares a response.





If staff member satisfied no further action required.





If staff member no satisfied matter referred to Senior Manager.





Further meeting with staff member to outline response.





Manager prepares response.





Manager contacts all stakeholders in relation to complaint.
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