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Description Workplace grievances. To be read in conjunction with
PRO-EMP-014: Grievance and Dispute Resolution procedure.

Take time to read, and fully understand the policy and related procedure, then
complete the quiz contained in the procedure.

1.0  Purpose

The purpose of this policy is to ensure that workplace grievances, that are not resolved
through informal discussion, are settled in a fair, timely and confidential manner
without fear of victimisation.

2.0 Scope

This policy and related procedures apply to all Board Directors, employees, volunteers
and contractors of the SAKGF.

3.0 Definitions

Term Definition

Complainant The person making the grievance.

Respondent The person to whom the grievance is made against.
Victimisation Subjecting or threatening to subject a person to any detriment

because that person, or a person associated with that person
has, or intends to, exercise their right to make a complaint under
anti-discrimination laws or give evidence or information, or
produce a document, in connection with a complaint process.
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4.0 Policy

A grievance may be lodged by an employee regarding their terms or conditions of
employment, a business decision or about the conduct (such as discrimination,
harassment, or victimisation) of another employee, which is of such a serious nature as
to warrant formal action by SAKGF.

The principles of natural justice must be applied to the resolution of all employee
grievances. These require that employees:

. have theright to be fully informed of all the details surrounding grievances
made against them and if any of their rights are affected as a result of the
grievance.

. havetheright to be provided with the opportunity to present their case and
be heard.

. tobetreated with respect, fairness and equity.

. areto be given an opportunity to comment on the possible bias of any person
involved with the process.

. will not be victimised, harassed or discriminated against if they made a
grievance or are subject of a grievance, and are protected within the bounds
of Commonwealth and state legislation against this treatment.

All parties involved are subject to always maintaining confidentiality throughout the
grievance process.

5.0 Resolution

Please also refer to the Grievance and Dispute Resolution procedure for further detail
on the process of lodging, the investigation and resolving employee or volunteer
grievances.

All SAKGF employees and volunteers have the right to express concerns and lodge
grievances without fear of victimisation in the workplace. This policy and associated
procedure exist to safeguard this right, while working to restore and promote an
effective, safe working environment free of harassment and discrimination.

SAKGEF aims to ensure that all grievance procedures:
. areclearly documented.
. offer both formal and informal investigation options.

. aimtoachieve a timely resolution commensurate with the nature and extent
of the grievance.

. guarantee confidentiality and objectivity.

. are based on the principles of natural justice (otherwise known as procedural
fairness).

. provide clear guidance on investigation procedures and record keeping; and

. give anundertaking that no person will be victimised or disadvantaged for
making a grievance.
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SAKGF has aresponsibility to ensure that all grievances are investigated in a timely, fair,
and confidential nature. That is:

6.0

fully informing a person of any allegation/s made against them.

giving them the opportunity to state their case, provide an explanation or put
forward a defense.

ensuring that proper investigation of the allegation occurs, that all parties are
heard and relevant submissions considered; and

ensures that the decision maker acts fairly and without bias.

Roles and Responsibilities

6.1 Board
SAKGF Board Directors individually and collectively will always:

) support and direct the CEO as required to ensure organisational
compliance with this policy; and

) support staff in understanding and complying with this policy and related
procedures.

6.2 CEO and Management
The CEO and all managers are accountable for implementing this policy across
the organisation. They must therefore:

) demonstrate a commitment to responding and resolving any grievances
raised by employees or volunteers in a fair and timely manner.

) meet any required key performance indicators relating to the
implementation of this policy.

) create and foster a culture that encourages open discussion and reporting
of grievances; and

) receive and respond to grievances in accordance with this policy.

6.3  All staff
All employees and volunteers are responsible for:

) meeting the requirements outlined in this policy; and

) raising concerns or grievances in accordance with this policy
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7.0

8.0

9.0

Legislative and Regulatory Requirements

Age Discrimination Act 2004 (Cth)

Australian Human Rights Commission Act 1986 (Cth)
Disability Discrimination Act 1992 (Cth)

Equal Opportunity Act 2010 (Vic)

Fair Work Act 2009 (Cth)

Occupational Health and Safety Act 2004 (Vic)

Racial Discrimination Act 1975 (Cth)

Sex Discrimination Act 1984 (Cth)

Related policies and procedures

Aboriginal and Torres Strait Islander cultural awareness framework
Bullying, Harassment and Discrimination
Code of Conduct

Grievance and Dispute Resolution procedure
Mental Health and Wellbeing

Occupational, Health and Safety

Privacy

Records Management

Recruitment and Screening procedure
Whistleblower

Approval and Review

This policy will be reviewed every two years.

Grievance and Dispute Resolution policy v3-web.docx

Page 4 of 4



