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JOZINI LOCAL MUNICIPALITY
GRIEVANCE PROCEDURE MANUAL INTERNAL CONTROLS

	NO
	CONTROL PROCEDURE
	RESPONSIBILITY
	TURNAROUND TIME
	FREQUENCY

	1
	The grieving employee must lodge in writing with his /her immediate superior a grievance on the prescribed form stating out the complaint and the desired outcome 
	The grieving Employee
	
	When the grievance occurs

	2
	The immediate superior shall in consultation with the affected employee and / or trade unions sit and resolve the grievance. 
	The immediate supervisor / Grieving employee/Trade union
	Within 10 days after receiving the grievance from the grieving employee
	On going

	3
	If the grievance has not been resolved to the satisfaction of the aggrieved employee, the immediate supervisor must refer the matter to the HOD 
	The immediate supervisor
	Within 2 days after receiving the dissatisfaction resolution  from the grieving employee
	On going

	4
	The Head of Department shall arrange a meeting to consult and hold discussions with the affected employee and his / her unions in an attempt to achieve a resolution. 
	The HOD
	Within 5 days after  receiving the grievance letter from the immediate supervisor of the dissatisfied employee 
	On going
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JOZINI LOCAL MUNICIPALITY
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	5
	If the grievance has not been resolved to the satisfaction of the aggrieved employee, the HOD must refer the matter to the HR Manager
	The HOD
	Within 5 days after  receiving the grievance letter from the HOD of the dissatisfied employee
	On going

	6
	The HR Manager must hear the details of the grievance including proposal to resolve the issue
	The HRM
	Within 5 days after  receiving the grievance letter from the HOD of the dissatisfied employee
	On going

	7
	The HRM shall inform the aggrieved employee in writing of the outcome of the hearing as envisaged in step 6 above 
	The HRM
	Within 5 days after the hearing of the grievance
	On going

	8
	If still the grievance has not been resolved to the satisfaction of the aggrieved employee, the HRM must refer the matter to the ED: Corporate 
	The ED: Corporate
	Within 5 days after  receiving the grievance letter from the HRM of the dissatisfied employee
	On going

	9
	The ED must try to resolve the matter with the aggrieved employee and his / her unions, if not resolved the ED must refer the matter to the MM
	The ED:Corporate
	Within 5 days after  receiving the grievance letter from the HRM of the dissatisfied employee
	On going

	10
	The MM shall inform the aggrieved employee in writing of the outcome of the hearing as envisaged in step 6 above and the decision is final
	
	Within 5 days after  receiving the grievance letter from the ED: Corporate of the dissatisfied employee 
	On going

	11
	If still the grievance has not been resolved to the satisfaction of the aggrieved employee, that employee may refer the grievance to SALGBC for adjudication
	The grieving employee
	Within 30 days after receiving the outcome from the MM
	On going
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ANNEXURE A 


GRIEVANCE FORM “1”

    
Employee’s Names: _________________________Employee Number: ____________

Designation: _______________________________Department: __________________


Employee Representative’s (If any) _________________________________________

STATEMENT OF GRIEVANCE:





______________________________________________________________________

SOLUTION DESIRED:






______________________________________________________________________

EMPLOYEE’s SIGNATURE: __________________________DATE________________

EMPLOYEE REPRESENTATIVE SIGNATURE: ___________DATE: ______________
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ANNEXURE B 
GRIEVANCE FORM “2”

IMMEDIATE SUPERVISOR’S RESPONSE:







IMMEDIATE SUPERVISOR’s SIGNATURE: _____________________ DATE______________

EMPLOYEE REPRESENTATIVE SIGNATURE: ___________________DATE: _____________

EMPLOYEE’S RESPONSE: (YES / NO)
       
1. Are you satisfied with the Immediate Supervisor’s response:______________________


2. Do you wish to take the grievance further:_____________________________________
 


REASONS FOR PURSUING THE GRIEVANCE (TO STAGE 2)



______________________________________________________________________


EMPLOYEE’s SIGNATURE: ________________________________DATE__________

EMPLOYEE REPRESENTATIVE SIGNATURE: _________________DATE: ________
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ANNEXURE C 
GRIEVANCE FORM “3”

MUNICIPAL MANAGER / ED’S RESPONSE:







MUNICIPAL MANAGER / ED’s SIGNATURE: ____________________DATE_______________

EMPLOYEE REPRESENTATIVE SIGNATURE: ___________________DATE: _____________

EMPLOYEE’S RESPONSE: (YES / NO)
       
1. Are you satisfied with the MM/ ED’s response:________________________________


2. Do you wish to take the grievance further:_____________________________________
 


REASONS FOR PURSUING THE GRIEVANCE (TO STAGE 3)


______________________________________________________________________


EMPLOYEE’s SIGNATURE: _____________________________DATE___________________

EMPLOYEE REPRESENTATIVE SIGNATURE: ______________DATE: __________________
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