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VIII. GRIEVANCE PROCEDURES 

221. The purpose of the grievance procedure is, as far as possible, to resolve work-related 
conflicts through mediation. Gender Links acknowledges that an employee who has a 

ork situation or 
conditions of employment, shall have the right to lodge a grievance with the company. The 
company resolves to consider and attempt to resolve any such grievance at the earliest 
possible stage to the satisfaction of both parties. Accordingly, the company has agreed to 
implement a grievance procedure, the main purpose of which shall be to prevent and 
resolve conflict in the workplace and to protect the interests of Management and employees. 

222. Principles 
 Any employee or group of employees may lodge grievances which directly 

concern them with the company in terms of the grievance procedure. 
 Any grievance lodged shall be attended, to as speedily as possible and shall not be 

unreasonably delayed. 
 Management shall consider all grievances lodged in a fair and just manner. 
 No victimisation of any employee who has lodged a grievance shall be tolerated. 
 Allow an interpreter if necessary. 
 Allow parties to call witnesses to testify. 
 Question witnesses who testify. 
 Cross-examination shall be allowed. 
 Do not proceed with the investigation if the aggrieved party is not present. Any 

employee lodging a grievance may be accompanied and represented at any stage of 
the procedure by a colleague of his/her choice, or by a shop steward who is an 
employee of the company. 

 The grievance procedure may be utilised by all employees of the company. 
 Employees shall be remunerated at their normal pay rates for the time spent with 

management in discussing grievances on condition that the laid down procedure is 
being complied with. 

223. Any work-related concern shall be raised with the immediate supervisor or with the ED if the 
ED is the immediate supervisor. If the grievance concerns the ED it shall be raised with the 
EC. 

224. The staff member shall report the grievance verbally within 10 working days of its 
occurrence. 

225. The EC/ED/Supervisor must investigate the grievance and attempt to resolve it to the 
satisfaction of all parties. This shall be done within one week and all involved parties shall 
be advised of the outcome. 
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226. If the staff member is satisfied with the outcome of the investigation, this shall be 
appropriately recorded, and no further actions shall be taken. 

227. If the staff member is dissatisfied with the outcome of the investigation, of step 1, he/she 
may ask the ED to review the finding, if the ED is not the immediate supervisor or if the 
complaint does not involve the ED. 

228. If the staff member is not satisfied with the outcome, he/she shall report the matter in 
writing to the EC  please see Internal Memo template. 

229. The EC or a person to whom he/she may delegate this task shall thoroughly investigate the 
complaint within one week of receipt thereof and reach a decision that must be conveyed to 
all parties. 

230. The EC may call any witness and additional evidence that he/she believes is relevant to the 
matter. 

231. The EC must also consult with all parties and inform all parties of his/her decision within one 
month of receiving the grievance. 

232. The decision of the EC shall be final and binding on both parties. 

Disciplinary Code 
233. GL has adopted a framework of rules and procedures for the guidance of employees and 

management on disciplinary issues (see Annex A) drawn from the Basic Conditions of 
Employment Act  South Africa. 

234. Areas of misconduct shall be correctly identified, the formulation of standard rules, guide 
lines and procedures, enable the uniform application of penalties for to every offending 
employee of GL. 

235. A thorough investigation of the facts and circumstances in each case of alleged misconduct 
shall be carried out prior to any final disciplinary action being taken. 

236. All employees shall be made aware of what is expected of them in respect of discipline by 
means of standard instruction, orders and copy of this Code. 

237. Provision is made for appeal procedures. 
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Warnings: General
238.One of the primary aims of a disciplinary procedure is to give staff members an opportunity 

to correct misconduct, unless the misconduct is of a very serious nature, in which case, a 
staff member can be suspended, with immediate effect. 

239. All warnings shall be given as soon as possible after the misconduct was brought to the 
attention of the supervisor. 

Verbal warning 
240. The warning shall be given to the staff member concerned by his/her immediate supervisor, 

or where the ED is the supervisor by the ED, or where the ED is being warned by the EC. 

241. The details of the warning shall be recorded, by the supervisor in the presence of the 
employee. (Details to include pointing out the nature of the misconduct to the staff 
member, what is expected of the staff member and consequences of the staff member 
failing to respond to the warning) 

242. The staff member shall be given the opportunity to state his/her side of the case, and this 
shall also be recorded. 

243. The parties must agree on a date (not more than three weeks after the warning has been 
 re-evaluated. 

244. If both parties are satisfied that the issue has been satisfactorily resolved, no further action 
needs to be taken. 

Written warning 
245. A written warning is given where a verbal warning has failed to resolve the problem or when 

the nature of the misconduct is so serious that a verbal warning would not be adequate. 

246. The staff member shall be required to sign a copy of the written warning to indicate that 
he/she has received it and shall be given a copy of the warning. 

247. The written warning shall contain details of the misconduct and what is expected of the staff 
member. The staff member shall be afforded, an opportunity to respond. The response shall 
not necessarily negate the warning unless the ED considers that the response warrants 
further investigation. Shall the staff member disagree with the ED
member may take the matter to the EC in terms of grievance procedures. 

248.  
year. 

Final written warning 
249. A final written warning may be given where the misconduct is of such a serious nature that 

a written warning would be inadequate or where the written warning has failed to resolve 
the problem. 
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250. The final written warning shall be given by the ED, or if the ED is involved, by the EC. 

251. The staff member shall be required to sign a copy of the warning to indicate that he/she has 
received it. The staff member shall be given a copy of the warning. 

252. The ED or EC must give the staff member/ED the opportunity to state his/her case prior to 
the written warning being issued. 

253. The staff member shall also be given the opportunity to bring any witnesses and to be 
assisted by another member of staff. 

254. The ED/EC must also advise the staff member/ ED that should it become necessary to take 
further disciplinary action against the staff member, following a final written warning; the 
staff member may be dismissed. 

255. 
one year. 

Disciplinary inquiry 

256. In the case where the misconduct may warrant dismissal or where a final written warning 
has not resolved the problem, a disciplinary inquiry must be initiated by the ED/EC or to any 
qualified person to whom he/she delegates that responsibility. 

257. The ED/EC may appoint a person to investigate the misconduct on behalf of GL. 

258. The ED/EC may at any time before or after a staff member has been charged with 
misconduct suspend that staff member in accordance with relevant legislation until the 
investigation is complete or until the disciplinary enquiry has been concluded. 

259. The staff member shall be afforded, an opportunity to explain why he/she shall not be 
suspended, prior to such suspension. 

260. The investigator may recommend to the ED/EC that a disciplinary inquiry shall take place if 
he/she believes that sufficient grounds for such an enquiry exist. 

261. A member of staff shall be given reasonable advance notice of the date and place of inquiry. 
The notice shall be in writing, shall clearly set out the nature of the alleged misconduct and 
shall advise the member of staff that he/she is entitled to be assisted at the inquiry. 
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Disciplinary hearing

262. The ED/EC shall constitute a panel consisting of one or more persons to hear the inquiry. 
The panel shall be assisted by a person with legal training or mediation skills. 

263. The investigator shall present to the panel his or her findings. 

264. The member of staff/ED or his/her representative, shall then be given an opportunity to lead 
any evidence in support of his case, including the calling of any witnesses. The staff 
member is entitled to legal advice, but not legal representation, at his or her own cost. 

265. The panel shall decide on a balance of probabilities whether the alleged misconduct was 
committed and must inform the member of staff as soon as possible of its decision. 

266. The member of staff/ ED, if found guilty, may present further evidence in mitigation. 

267. The panel may, depending on the nature and severity of the misconduct and after 
consideration of all relevant information recommend to the ED that he/she may caution or 
reprimand the member of staff or dismiss him or her from the employ of GL. 

268. 
period of one year after the inquiry. 

Appeal 

269. A member of staff, who is not satisfied with the decision of the panel, may appeal in writing 
within five working days to the Board. 

270. The Board may afford the complainant and the ED/EC the opportunity to submit a verbal 
and/ or written complaint/response. 

271. The Board shall make a finding based on a consideration of the record of the inquiry and 
any other relevant information. 

272. The Board shall inform the staff member/ED in writing of it is decision within ten working 
days. 

273. The decision of the Board is final. 

Confidentiality 

274. All staff contracts and records shall be confidential kept in the HR office, except in instances 
where GL may legally be required to divulge these. 


