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POLICY ON GRIEVANCES

Date first issued: 

Date reviewed: 

Date approved by EMC/ Senate:     

This policy and its rules, guidelines and procedures replace all previous policy and/or circulars pertaining to policy on grievances.

1.
POLICY ON GRIEVANCES
It is the policy of the Tshwane University of Technology (TUT) to accepts that  a member of staff may be aggrieved regarding any aspect  relating to his/her employment. The grievance may have a direct bearing on his/her job security, job satisfaction and work relations and such grievance must be resolved as soon as possible.
2.
DEFINITIONS

2.1
Grievance, means to be any sense of dissatisfaction that a member of staff may experience relating to his/her employer, working environment, colleagues or any aspect of his/her working relations with the employer. 

3.
RULES

3.1 Each member of staff, irrespective of his/her post level, has the right and opportunity to air his/her grievances without any fear of victimisation;

3.2 TUT acknowledges the need of each staff member that grievances be addressed and, if possible, be resolved by:

3.2.1.1 offering the opportunity of appealing to a higher authority, should the staff member be of the opinion that his/her grievance was not treated with the necessary insight or empathy;

3.2.1.2 offering direct lines of communication to the staff associations for advice and aid in addressing grievances;

3.2.1.3 this procedure being available to all staff members;

3.2.1.4 the consistent, just and rapid management of grievances;

3.2.1.5 managing grievances at the lowest possible level; and

3.2.1.6 the confidential treatment of all grievances;

3.3 In those cases where members of staff as a group feel aggrieved, they may institute proceedings regarding the grievance through one or two representatives of the group;

3.4
The aggrieved staff member must lodge the grievance within 30 days of the incident.

4. PROCEDURES

The time constraints indicated are to be considered throughout as the maximum periods to resolve a grievance during a specific step in the procedure, unless it is otherwise agreed with the relevant staff member. In those cases when a grievance has been resolved, this is minuted and signed by both parties. In those cases when a grievance is not resolved, this fact is merely minuted. A copy of the minutes is to be made available to both parties. Annexure 1 contains documentation in this regard.

Step 1

Any staff member who has a grievance is to refer this in writing, by completing paragraphs 1, 2 and 3 of Annexure 1, to their line manager or to the person designated by the line manager to handle grievances in their absence, as well as the line manager’s superior and the Human Resources Division. 

Should the grievance, however, relate to the line manager or his/her delegate, or to a person who is senior to the line manager or his/her delegate, then the grievance should be referred to someone who is the senior of the person to whom the grievance relates, by following either step 2, step 3, or step 4.

The person to whom the grievance has been referred, should to the best of his/her ability, but within his/her delegated powers:

· listen to the staff member’s case in private;

· encourage the staff member to put his/her case openly and honestly;

· obtain all facts on the grievance and distinguish between fact and opinion.

The person to whom the grievance was addressed should attempt to resolve the grievance as soon as possible, but at least within five (5) working days after the grievance was lodged in writing, unless it is otherwise agreed with the relevant staff member. The person to whom the grievance was addressed should complete the relevant part of Annexure 1 and sign this, and he/she should also obtain the signature of the relevant staff member.

The staff member may be accompanied and/or represented by a member of staff or a union member of their choice.

Step 2

If the grievance cannot be resolved by the line manager or his/her delegate in his/her absence, or if the relevant grievance refers to the staff member’s line manager or to his/her delegate or to someone with the same seniority as the staff member’s line manager or his/her delegate, then the staff member may refer the matter in writing to the next higher level of management, with a copy to his/her line manager or his/her delegate.

The person on this next higher level of management should attempt to resolve the grievance as soon as possible, but at least within five (5) working days after the grievance was lodged in writing, unless it is otherwise agreed with the relevant staff member. The outcome of Step 2 should also be minuted and signed on Annexure 1. 

The staff member may be accompanied and/or represented by a member of staff or a union member of their choice.

Step 3

Should it not be possible to resolve the matter at this stage, or if the grievance relates to a person on the next higher level of seniority than the staff member’s line manager, or his/her delegate, then the grievance is to be referred to the third level of management.

The person on the relevant level of management should attempt to resolve the grievance within five (5) working days of it being lodged, unless it is otherwise agreed with the relevant staff member. The outcome of Step 3 should also be minuted and signed on Annexure 1.

The staff member may be accompanied and/or represented by a member of staff or a union member of their choice. The assistance of the Human Resources Department, by means of mediation, may be elicited at this stage by the relevant level of management or by the relevant staff member.

Step 4

In those cases where the third level of management is not able to resolve the grievance to the satisfaction of the relevant staff member, or if the grievance refers to a person on the third level of management, then, for the purpose of mediation, the matter is to be referred by management or the staff member to the Deputy Vice-Chancellor under whose auspices the relevant Division or Department resides. In the event of a Division reporting directly to the Vice-Chancellor the grievance is to be referred for mediation to a person appointed by the Vice-Chancellor for this purpose.

The relevant Deputy Vice-Chancellor, or person appointed by the Vice-Chancellor, should aim to resolve the grievance as soon as possible, but at least within ten (10) working days, unless it is otherwise agreed with the relevant staff member. The outcome of Step 4 should also be minuted and signed on Annexure 1.

The staff member may be accompanied and/or represented by a member of staff or a union member of their choice.

This step concludes the full cycle of the procedure.

If the matter has not been finalised after step 4, external recourse may be sought in terms of the LRA. If, however, there is a signed collective agreement governing grievances, that procedure should be followed.
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MINUTES OF THE MEETING DEALING WITH THE GRIEVANCE.
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6.
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7.
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