GRIEVANCE PROCEDURE GUIDELINES
1 INTRODUCTION

1.1 The company and the employee acknowledge that the grievance procedure is necessary for the maintenance and promotion of sound relations between the employee and management and undertake to observe the procedure in order to resolve grievances or issues that may arise between management and the employees.

1.2 Practices and the attitudes in the industry change with time and new norms of acceptable industrial relations behaviour emerge. Thus, this procedure is intended to be a guideline and not a rigid standard of behaviour. This procedure may be amended, varied, altered, modified or added to on reasonable notice.

1.3 For the purpose of this procedure a grievance is any matter of concern to an employee or group of employees arising out of the working situation but excludes any issue which is required to be dealt with by the company and any trade union recognised by the company as being representative of the employees of the company, or some of them, as well as any grievance of an individual or individuals over disciplinary action by management or an alleged unfair dismissal.

1.4 The aim of the grievance procedure is to enable an employee to have a grievance resolved as quickly and as near to the point of origin as possible.

1.5 Therefore, notwithstanding the stages and time limits provided herein, the parties shall deal with matters as expeditiously as possible. Similarly, where the reasonable investigation of a grievance or issue necessitates longer time periods than those provided for and the reasons therefore are disclosed to the other party, such party's consent to extended periods shall not be unreasonably withheld.

1.6 Only working days shall be taken into account in computing time periods.

1.7 The parties undertake not to resort to any form of industrial action until such time as the procedure, and any other appropriate procedure, has been completely exhausted.

2 THE PROCEDURE

2.1 Should a grievance or issue arise between management and an employee it shall be dealt with as follows:

2.1.1 the grievance or issue shall be orally raised with the third authority;

2.1.2 if the grievance or issue is not resolved within the __________ hours it shall be reduced to writing and signed by the employee and the Third Authority and thereafter referred to the second authority;

2.1.3 if the grievance or issue is not resolved _________ working days of it having been raised it shall be referred to the first authority;

2.1.4 if the grievance or issue is not resolved within ___________working days a dispute may be declared between the parties.

2.2 An employee who has a grievance may at any stage seek the assistance of a representative of a trade union of which the employee is a member (where the company has recognised such trade union) or his shop steward or any other 2 persons employed by the company who is prepared to assist the employee, to assist him in invoking the grievance procedure. Where applicable, trade union officials may be called in to assist in the resolution of a grievance or issue by either party at the appropriate stage of the grievance procedure provided that the choice as to whether the particular employee be represented or assisted at any stage of a dispute shall rest with such employee.

2.3 If the grievance or issue is resolved, this shall be acknowledged in writing by the employee on the grievance form.

2.4 Minutes shall be kept of all grievance procedures and proceedings.
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