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Grievance Mechanism for Employees

If unresolved,
proceed within Report to Imnmediate
Informal Resolution 5 days P .

Supervisor /
Attempt
Management

Supervisor Investigation &
Decision

Complainant discusses issue Complainant presents the issue Supervisor investigates the issue
informally and verbally with within 5 days of the incident. and communicates a decision to
the person involved (as close Discuss basis of complaint and Lhe cortﬂal'nz'\tr?tlv‘\;l.thln 5 Worklng
to the source as possible). desired corrective action in a ays of the initial discussion.

respectful manner.

If Complainant is

Satisfied Decision

Outcome

Record & Report to Management

Supervisor records the resolution and

reports to estate management. If Complainant is Not

Satisfied OR
No Decision Within 5
Days

Escalation to Higher
Authority

Documentation Committee Review

Records of complaints and All  verbal and formal Committee investigates Complainant raises issue to

resolutions are formally complaints and resolutions and determines resolution. Management, General Manager or

acknowledged. are recorded in the May involve formal Complaint and Grievance
Complaint Logbook. disciplinary  action  or Committee.

counselling.
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Grievance Mechanism for Non-Employees (External Stakeholder)

Verbal Complaint

Complaint Submission Complaint Lodgement

Handling (if applicable)

Non-employee complainant completes Officer-in-charge records any verbal Officer-in-charge lodges the
the “Suggestion Form” and places it in complaints from the non-employee complaint with the Complaint
the Suggestion Box in front of the estate complainant and Grievance Committee.
office.

To be submitted within five (5) days of

the incident.

Documentation Investigation
Records of the complaint and resolution Details of the complaint and resolution The Complaint and  Grievance
are acknowledged accordingly. are recorded in the Complaint Logbook. Committee  conducts  appropriate

investigation to determine resolution.
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