GRIEVENCE COMPLAINTS POLICY

OGT supports the right of every employee including apprentices and trainees to lodge a grievance with
their manager if they believe a decision, behaviour or action affecting their employment is unfair. An
employee may raise a grievance about any performance improvement action taken against them.

We aim to resolve problems and grievances promptly and as close to the source as possible. When
necessary, OGT will escalate a grievance to the next higher level of authority for more discussion and
resolution, and continue escalating it to the level above until it is resolved. Managers will do their utmost
to action grievances objectively, discreetly and promptly. Be aware that grievances that are misconceived,
vexatious, and lacking substance may result in disciplinary action being taken against the employee lodging
the grievance.

Procedure

1. The employee should try to resolve the grievance as close to the source as possible. This can be
informal and verbal. At this stage, every possible effort should be made to settle a grievance before
the formal grievance process starts. If the matter still can’t be resolved, the process continues and
becomes formal.

2. To start the formal grievance the complainants must fully describe their grievance in writing, with
dates and locations wherever possible and how they have already tried to settle the grievance.

3. The person(s) against whom the grievance/complaint is made should be given the full details of the
allegation(s) against them. They should have the opportunity and a reasonable time to respond
before the process continues.

4. If the grievance still can’t be resolved, refer the matter to the Managing Director for consideration
and a final decision. A grievance taken to this level must be in writing from the employee.




