
Grievance Policy

Purpose
The Company recognises that from time to time employees may wish to seek redress for 
grievances relating to their employment, their work, working environment or the 
relationships with their Managers.

The aim of this policy is to ensure that grievances are addressed and resolved as quickly 
as possible. In most cases it will be possible to resolve any issue informally, however, 
where this is not possible, the employee may use the formal grievance procedure.

Application
This policy applies to all New Media Labs Services (Pty) Ltd, hereinafter referred to as “the
Company,” employees. 

Definitions

Grievance a dissatisfaction regarding an official act or omission by the employer which adversely 
affects an employee in the employment relationship, excluding an alleged unfair 
dismissal

Manager the person which the affected employee reports to directly

Resolve to settle a grievance

Representative a fellow employee, a representative or official of a recognised trade union

Employees may raise a grievance (that is within a 6 week time frame of the event taking 
place) in the first instance to their Manager, in the knowledge that their concerns will be 
treated seriously and confidentially. If the grievance relates to harassment or discrimination
by the Manager, the employee may elect to raise the issue with the Office Manager. This 
applies at both informal and formal stages of the procedure.

Informal Stage
The employee should first discuss the issue with their immediate manager. Every effort 
should be made to resolve the grievance at this stage and the manager, after due 
consideration will give a response, within a reasonable period (not exceeding two weeks) 
of the matter being raised. If the manager at any stage of the grievance procedure refuses 
to entertain the grievance, they will record their decision in writing to the relevant employee
and state their reason/s – that will then be the outcome. Should the employee not be 
satisfied with the outcome, he/she will then be able to refer it to their manager’s superior. 
This will lead to the formal stage.

Formal Stage
Should the employee be dissatisfied with the response or one has not been given during 
the Informal Stage, they may submit their grievance in writing to their manager’s superior –



where this is not possible another appropriate member of the Leadership team will become
involved.

A meeting will be arranged and the employee will be given the chance to fully explain their 
grievance, state their case and call witnesses if necessary. The employee may be 
accompanied by a representative. If management refuses to entertain the grievance, they 
will record their decision in writing and state their reason/s – that will then be the outcome. 
The documented outcome should be shared with the employee and a copy should be sent 
to the Office Manager for record keeping. 

In certain circumstances it may, with mutual agreement, be helpful to seek external advice 
and assistance during the grievance procedure. 

Appeal Stage
Should the employee be dissatisfied with the decision that resulted during the Formal 
Stage, they may refer their grievance to a Director within 14 days of receiving the 
documented outcome.

A meeting will be arranged and the employee given the chance to fully explain their 
grievance, state their case and call witnesses if necessary. The employee may be 
accompanied by a representative.

The outcome of such a meeting will be confirmed in writing to the employee and sent to 
the Office Manager for record keeping. The decision of the Director will be final and the 
grievance will be considered resolved.

At all meetings the employee has the right (if he/she wishes) to be accompanied by a work
place colleague or trade union representative. A Company elected Human Resource 
consultant may be present at the second and/or third meetings (Formal and Appeal 
Stages).

The Company will endeavour to resolve grievances within a 6 week time frame of the 
grievance first being brought to the attention of a manager.


