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Internal Grievance Policy & 

Disciplinary Procedure
Policy Statement

It is the objective of this procedure to ensure that grievances are resolved by negotiation and discussion between the parties. Meruka recognises that from time to time individual staff members may have grievances that need to be resolved in the interest of good relationships. 

All parties to a grievance have the right to:

· Have grievances conducted in a fair, objective and unbiased manner

· Be treated with respect

· Be kept informed about the progress of their grievance

· Only have relevant factors taken into account in resolving a grievance

· Not be subjected to any form of retribution, either stated or implied
· Be kept informed, orally and in writing of the outcome of the grievance and the reasons for it.

Procedure
Step 1. Raising the issue – in the first instance, the staff member should attempt to speak directly to the individual in an effort to resolve the grievance and raise the issue openly and honestly.

Step 2. If the staff member still feels aggrieved, then the matter shall be referred to the Co-ordinator. The local union or other representative shall be present if desired by either party.

Step 3. In the event that staff and Co-ordinator are unable to reach a satisfactory resolution, or if the matter concerned is outside the jurisdiction of the Co-ordinator, he/she will bring the matter to the attention of the Staff Liaison Officer and request that the issue be raised at the next Committee of Management Meeting.

Step 4. Following the involvement of the Committee of Management, grievance procedures will follow those documented in the Professional Childcare Standard 2012: An Agreement for Staff in Victorian Early Childhood Education and Care (Workplace Agreement). 
To avoid possible conflicts of interest, if the Co-ordinator or Committee members are personally involved in issues, they will stand aside from participation or procedures related to the investigation or management of complaints.

Disciplinary Procedures

1. Where the Co-ordinator considers that disciplinary action is necessary, he/she will notify the Committee of Management and inform the staff member that he/she is being warned in accordance with this set of disciplinary procedures.

2. The first warning shall be verbal and an entry recorded in the staff member’s personal file that such a warning has been given. The Staff Liaison Representative will be present at this confidential discussion. 

Discussion will: 
· Provide the staff member with support and understanding
· Provide specific information about the standard of work performance expected with reference to the job description
· Communicate the specific improvements expected and negotiate a reasonable time period in which improvement must be demonstrated.

A Union Representative shall be present at the staff member’s request.

3. The employee shall be given the opportunity to sign the entry and be given a copy of the entry.  If the staff member declines to sign the entry, the record will be endorsed to that effect by the Co-ordinator.

4. If the problem continues the matter will be discussed with the staff member, the Chairperson and Staff Liaison Officer and a second warning in writing will be given and recorded on his/her personal file.  A Union Representative shall be present at the staff member’s request. The Co-ordinator will inform the staff member in writing of the agreement reached at the first meeting, the areas of continuing unsatisfactory performance, what improvements are expected, review date and that if there is no improvement there will be one further warning before dismissal. 

5. The staff member shall be given the opportunity to sign the entry and be given a copy of the entry.  If the staff member declines to sign the entry, the record will be endorsed to that effect by the Co-ordinator.

6. If the problem continues, the Co-ordinator will meet with the Chairperson and Staff Liaison Officer and the Staff member to discuss the situation. If a final warning is to be given then it shall be issued in writing and a copy sent to the Union and placed on the staff member’s personal file.

7. The staff member shall be given the opportunity to sign the entry and be given a copy of the entry. If the staff member declines to sign the entry the record will be endorsed to that effect by the Director.

8. In the event of the matter recurring, then the employment may be terminated without any further warning.  No dismissals are to take place without the authority of the Committee of Management except on the grounds of instant dismissal.

9. If a dispute should arise over the disciplinary action, the matter shall be referred to Fair Work Australia for resolution. Such resolution shall be accepted by the parties as final.

10. If after any warning, a period of twelve months elapses without any further warning or action, all reports relating to the warning will be removed from the staff member’s personal file.

11. A “warning” shall include a clear statement of the Co-ordinator’s specific concerns, his/her expectations regarding resolutions of these matters and the times in which these are to be achieved.

Instant Dismissal

The Co-ordinator shall have the right to dismiss any staff member without notice for conduct that justifies instant dismissal, such as gross misconduct or neglect of duty and in such cases the wage shall be paid up to the time of dismissal only. The Co-ordinator shall notify the Committee of Management as soon as possible following such a termination.

Referenced National Quality Standards
· Quality Area 7 – Leadership & Service Management
· 7.3

Management & administrative systems enable the effective provision of a       

    quality service.
· 7.5 
Grievances and complaints are managed effectively.
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