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education, support,
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treatment of
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Grievance Policy & Procedure

Who

Definition

Notes

All staff, body corporate members and volunteers

This procedure has been developed to allow staff, body corporate
members and volunteers to have an impartial forum in which to raise
issues of dissatisfaction

Either party may an advocate/support person to be present with you
at all times

1 – 5 must take place within 7 working days

Unless the issue is involves OH&S, normal work will continue whilst
the issue is being resolved.

Process

1 If you have a grievance, speak to the immediate supervisor/Volunteer
Coordinator and try to resolve it.

2 If the issue is not resolved, speak to the Foundation Manager.
If the Foundation Manager is involved in the issue, write to the Body
Corporate Chair.

3 Write down the issue and outcome of your discussion.  Keep a copy and
give the original to the Volunteer Coordinator to be filed.

Development Manager

4 Discuss the issue with both parties and try to resolve it.

5 Write down the issue and outcome of your discussion.  Give the staff
member/volunteer a copy and file the original.

6 File all documentation relating to the grievance in the staff
member/volunteers’ personnel file.

7 If the issue is still unresolved, the issue will be brought to the Body
Corporate.

8 After 12 months, if no further action is required, archive the grievance
report.


