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Introduction

About the facilitator: 

This training course was compiled and is presented 
by Jaco van Zyl, proprietor of namhr.com, a recently 
launched Human Resources consultancy aimed at 
proving Human Resources services to Namibian 
employers. Jaco is a seasoned Human Resources 
Practitioner with years of Industrial Relations 
experience obtained from working in the 
Communication / Publishing and Manufacturing 
industries of Namibia. His most recent assignment 
was as Country Human Resources Manager for 
Namibia Beverages. Jaco also holds a B Comm. 
Labour Relations degree from the University of 
Potchefstroom. 

Leadership

Couching for performance

Disciplined culture

Grievance resolution



Before we start

Lets get a few things 
sorted out before we 

start.

Name cards

House rules

Pre test

Introduction exercise



Leadership exercise:

Leadership is a 
compelling topic and 

most people have 
thoughts about it.

Choose a number: 1-12

Give us your view on the statement

Not compulsory

No right or wrong answer





Module 1: Leadership
Process by which a person influences others to accomplish an objective 
and directs the organization in a way that makes it more cohesive and 
coherent.

Some personality traits may lead people naturally into leadership 
roles. This is the Trait Theory.

A crisis or important event may cause a person to rise to the 
occasion, which brings out extraordinary leadership qualities in an 
ordinary person. This is the Great Events Theory.

People can choose to become leaders. People can learn 
leadership skills. This is the Transformational Leadership Theory.



Two Keys to Effective Leadership 

Trust and confidence in top leadership is the single most reliable 
predictor of employee satisfaction in an organization.

Effective communication by leadership in three critical areas 
was the key to winning organizational trust and confidence:

o Helping employees understand the company's overall 
business strategy.

o Helping employees understand how they contribute to 
achieving key business objectives.

o Sharing information with employees on both how the 
company is doing and how an employee's own division 
is doing - relative to strategic business objectives.



Principles of Leadership 

 Know yourself and seek 
self-improvement

 Be technically proficient 
 Seek responsibility and 

take responsibility for 
your actions 

 Make sound and timely 
decisions 

 Set the example 

 Know your people and 
look out for their well-
being 

 Keep your workers 
informed 

 Develop a sense of 
responsibility in your 
workers 

 Ensure that tasks are 
understood, supervise
d, and accomplished 

 Train as a team 

 Use the full 
capabilities of your 
organization 



Factors of leadership

 Follower

 Leader

 Communication

 Situation



Attributes of a leader

 BE a professional: Be loyal to  he 
organization, perform selfless 
service, and take personal 
responsibility. 

 BE a professional who possess 
good character traits. 

 KNOW the four factors of 
leadership 

 KNOW yourself. 

 KNOW human nature. 

 KNOW your job. 

 KNOW your organization. 

 DO provide direction. 

 DO implement. 

 DO motivate. 



Leadership: Goals, Values, &Concepts 

Leaders exert 
influence on the 
environment via 
three types of 
actions: 

The goals and performance 
standards they establish.

The values they establish for the 
organization.

The business and people concepts 
they establish.



Culture and Climate 

Culture: 

 Each organization has its own 
distinctive culture. It is a 
combination of the founders, past 
leadership, current leadership, 
crises, events, history, and size. 

 Individual leaders, cannot easily 
create or change culture because 
culture is a part of the 
organization. 

Climate: 

 The climate is the feel of the 
organization, the individual and 
shared perceptions and 
attitudes of the organization's 
members. 

 Organizational climate is directly 
related to the leadership and 
management style of the 
leader, based on the 
values, attributes, skills, and 
actions, as well as the priorities 
of the leader. 



Leadership models:  

Four Framework  Approach:

 Suggest that leaders display 
leadership behaviours in one of 
four types of frameworks: 

 Structural, Human 
Resource, Political, or Symbolic. 

 The style can either be effective 
or ineffective, depending upon 
the chosen behaviour in certain 
situations. 

The leader is a social architect 
whose leadership style is analysis 
and design..

The leader is a catalyst and servant whose 
leadership style is support, avocation, and 
empowerment.

The leader is an advocate, whose 
leadership style is coalition and 
building.

The leader is a prophet, whose 
leadership style is inspiration.



Leadership models: 

Managerial grid:

 The most desirable place for a
leader to be along the two axes at
most times would be a 9 on task
and a 9 on people.

 However, do not entirely dismiss
the other three. Certain situations
might call for one of the other
three to be used at times.
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Good to Great: 

Professional will: 

 Create superb results, a clear catalyst 
in the transition from Good to Great. 

 Demonstrates an unwavering resolve 
to do whatever must be done to 
produce the best long term results. 

 Sets the standard of building an 
enduring great company, will settle 
for nothing less. 

 Looks in the mirror, not out the 
window, to apportion responsibility 
for poor results, never blaming other 
people, external factors, or bad luck.  

Personal Humility 

 Demonstrates a compelling 
modesty, shunning public 
adulation, never boastful. 

 Acts with quit, calm determination; 
relies principally on inspired 
standards, not inspired charisma, to 
motivate. 

 Channels ambitions into the 
company, not the self; sets up 
successors for even greater success 
in the next generation. 

 Looks out the window, not in the 
mirror, to apportion credit for the 
success of the company – to other 
people, external factors and good 
luck. 



The namhr.com model: 

We have now studied a number of 
models and theories and now needs to 
apply our minds as to how we will 
transform ourselves into leaders.

But first let us look at other studies 
and models that might assist us in 
understanding leadership better. 

IQ refers to the intelligence level of the individual.

Emotional intelligence relates to how in touch the 
employee basically is with his/her emotions – can 
he or she mange his/her  emotions.

Spiritual intelligence refers to ethical and moral 
issues.

Theory X & Y refers to whether the individual 
believes that people are inherently good or bad.

Potential in the workplace translates to level of 
work as compiled by Bioss.

Locus of control refers to the extent to which 
individuals believe that they can control events 
that affect them.



The nuts & bolts: 

You need to understand that all of us 
are not destined to become country or 
organizational leaders but we can be 
excellent leaders in our 
jobs, departments and in our 
communities – and that is what we 
need to strive for. 

 Mind shift change; 

 Study, practise, checks & balances: grow as a 
leader and in your position/career/community; 

 IQ level matching your potential in terms of 
work level combined with high job proficiency; 

 Commitment to your employer and 
employees; 

 High ethics, morals and personal values which 
is compatible to that of the organization. 

 Average Emotional Intelligence level; 

 Spiritual Intelligence / inner piece; 

 Having an Internal locus of control; 

 Seeing the good in all human beings and know 
how to self motivate and to motivate others; 

 Grow leaders in your department and 
encourage the heart of your subordinates; 

 Effective communication routines, not only 
within your department but also outside 
thereof. 





Couching for performance: 

Achieving excellence through 
performance is accomplished in 
two major ways. 

The first way is taking a proactive stance by 
unearthing or preventing counter-productive 
methods.

The second way is to correct performance 
problems that arise within the organization.



Four major causes of performance 
problems: 

Although people are our most 
important asset, it sometimes 
seems as if they are our biggest 
headache. 

First identify the cause of the 
performance issue.

Knowledge or Skills - The employee does not know 
how to perform the process correctly - lack of 
skills, knowledge, or abilities..

Process - The problem is not employee 
related, but is caused by working 
conditions, improper procedures, etc.

Resources - Lack of resources or technology.

Motivation or Culture - The employee knows how 
to perform, but does so incorrectly.



Performance Analysis Quadrant:
 Quadrant A (Motivation): If the employee has 

sufficient job knowledge but has an improper 
attitude, this may be classed as motivational 
problem. 

 Quadrant B (Resource/Process/Environment): 
If the employee has both job knowledge and a 
favourable attitude, but performance is 
unsatisfactory, then the problem may be out 
of control of the employee. i.e. lack of 
resources or time, task needs process 
improvement, the work station is not 
ergonomically designed, etc. 

 Quadrant C (Selection): If the employee lacks 
both job knowledge and a favourable 
attitude, that person may be improperly 
placed in the position. This may imply a 
problem with employee selection or 
promotion, and suggest that a transfer or 
discharge be considered. 

 Quadrant D (Training): If the employee 
desires to perform, but lacks the requisite job 
knowledge or skills, then additional training 
may be the answer. 
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Coaching Skills

 Mentoring is often thought of as the 
transfer of wisdom from a wise and 
trusted teacher.

 Training is about teaching or 
instructing a particular skill or 
knowledge

 Coaching is about increasing an 
individual's knowledge and thought 
processes with a particular task or 
process.

 Mentoring is more career 
developing in nature, while training 
and coaching are more task or 
process orientated.

A performance coach is also a: 

 Leader - who sets the example and
becomes a role model.

 Facilitator - is able to instruct a wide
verity of material.

 Team Builder - pulls people into a unified
team.

 Peace Keeper - acts as a mediator.

 Pot Stirrer - brings controversy out in the
open.

 Devil's Advocate - raises issues for better
understanding.

 Cheerleader - praises people for doing
great.

 Counsellor - provides intimate feedback.



Facilitating techniques:
Draws people out: 

 "What do others think?" or "What do you 
think?" 

Interprets comments: 

 Words verses tune or tone (many 
questions are not really questions but a 
need for self-assurance). 

 Intent verses wording (learners often have 
a hard time wording new subject matters). 

 Sees beyond the learners paradigms and 
filters. 

Clarifies thoughts or comments: 

 Use models and experiences to bring life 
to the subject. 

Senses group energy:

Handling objections: 

 Try not to personalize (the learner will 
become defensive). 

 Reflect on the objection for a moment to 
ensure you understand the objection. 

 Encourages conversation 

How we treat each other: 

 Accepting each other into the group. 

 Individual responsibility. 

 Being right verses being successful. 

 Influence verses dominance (pull rank). 

 Confidentiality and trust. 

 Supporting each other. 

 Active listening. 

 Conflict resolution. 



Causes of performance problems:

 Process or Environmental 
Problems (Not Related to 
Employees).

 Resources.

 Expectations or requirements have 
not been adequately 
communicated.

 Lack of motivation.

 Shift in focus (change 
management).

Performance Feedback Vs Criticism

 When dealing with human 
performance, feedback refers to 
observable behaviours and effects that 
are objective and specific.

 we also must be aware of the need to 
receive and act upon feedback, even if it 
is delivered in a critical manner.

The Feedback Process

 Observing behaviour - Concentrate on 
the behaviour. 

 Do unto others, as you want them to do 
unto you 





Importance of individual contribution:

Level 1 > HIGHLY CAPABLE INDIVIDUAL 

• Makes productive contributions through 
talent, knowledge, skills and good work habits 

Level 2 > CONTRIBUTING TEAM MEMBER 

• Contributes individual capabilities to the 
achievement of group objectives 

Level 3 > COMPETENT MANAGER 

• Organizes people and resources toward the 
effective and efficient pursuit of predetermined 
objectives 

Level 4 > EFFECTIVE LEADER 

• Catalyses commitment to and vigorous pursuit 
of a clear and compelling vision, stimulating 
higher performance standards. 

Level 5 > LEVEL 5 EXECUTIVE 

• Builds enduring greatness through a paradoxical 
blend of personal humility and professional will. 

Level 5 > 

EXECUTIVE

Level 4 > 
EFFECTIVE 

LEADER

Level 3 > COMPETENT 
MANAGER

Level 2 > CONTRIBUTING TEAM 
MEMBER

Level 1 > HIGHLY CAPABLE INDIVIDUAL



Right people on the bus:

Everything starts with the highly 
capable individual and we will use 
the example of people on the bus 
to explain how to get the best 
people on the bus (your 
department):

 First, if you begin with “who,” rather than 
“what,” you can more easily adapt to a 
changing world. If people join the bus primarily 
because of where it is going, what happens if 
you get ten miles down the road and you need 
to change direction? You’ve got a problem. But 
if people are on the bus because of who else is 
on the bus, then it’s much easier to change 
direction: “Hey, I got on this bus because of 
who else is on it; if we need to change direction 
to be more successful, fine with me.” 

 Second, if you have the right people on the 
bus, the problem of how to motivate and 
manage people largely goes away. The right 
people don’t need to be tightly managed or 
fired up; they will be self-motivated by the 
inner drive to produce the best results and to 
be part of creating something great. 

 Third, if you have the wrong people, it doesn’t 
matter whether you discover the right 
direction; you still won’t have a great company. 
Great vision without great people is irrelevant 



Rigorous leaders:

Great leaders understand 
however that they need to be 
rigorous when it comes to 
people management – not 
ruthless.

 To be ruthless means hacking and cutting, especially in 
difficult times, or wantonly firing people without any 
thoughtful consideration. To be rigorous means 
consistently applying exacting standards at all times 
and at all levels, especially in upper management. To 
be rigorous, not ruthless, means that the best people 
need not worry about their positions and can 
concentrate fully on their work. 

 “Let’s take the time to make rigorous A+ selections 
right up front. If we get it right, we’ll do everything 
we can to try to keep them on board for a long time. 
If we make a mistake, then we’ll confront that fact 
so that we can get on with our work and they can 
get on with their lives.” 

 It might take time to know for certain if someone is 
simply in the wrong seat or whether he needs to get 
off the bus altogether. Nonetheless, when the good-
to-great leaders knew they had to make a people 
change, they would act. 

 But how do you know when you know? Two 
key questions can help. First, if it were a hiring 
decision (rather than a “should this person get 
off the bus?” decision), would you hire the 
person again? Second, if the person came to tell 
you that he or she is leaving to pursue an 
exciting new opportunity, would you feel terribly 
disappointed or secretly relieved? 



Discipline process:

Follow up

Detail KPI’s Delivery dates

Counselling session

Structured meeting Record in writing

Informal discipline

Investigation Meeting

Records

Record in writing
Validity of penalty / 

Appeal

Formal meeting / hearing

Verdict Penalty

Formal discipline

Investigation Charge suspension 



Informal discipline:

Where a supervisor has concerns about 
an employee’s performance or conduct 
(with the exception of alleged serious or 
gross misconduct), the supervisor will 
informally discuss this with the 
employee. Reasonable attempts will be 
made to resolve any problems through 
discussion and training, where 
appropriate. Such discussion will 
normally take on the form of a 
counselling session.

 Respect for employees - This includes the 
belief that individuals are responsible for their 
own actions and ideas. It includes an 
awareness of a person's individuality by 
recognizing their unique values, attributes, and 
skills. As you attempt to develop people with 
counselling, you must refrain from projecting 
your own values onto them. 

 Self-Awareness - This quality is an 
understanding of you as a leader. The more 
you are aware of your own values, needs, and 
biases, the less likely you will be to project your 
feelings onto your employees. 

 Credibility - Believability is achieved through 
both honesty and consistency between both 
the leader's statements and actions. Credible 
leaders are straightforward with their 
subordinates and behave in such a manner 
that earns the subordinates' respect and trust. 

 Empathy - or compassion entails 
understanding a subordinate's situation. 
Empathetic leaders will be better able to help 
subordinates identify the situation and then 
develop a plan to improve it 



Counselling:
Steps for counselling 

 Identify the problem (5 Why)

 Analyze the forces influencing the behaviour. 

 Plan, coordinate, and organize the session. 

 Conduct the session using 
sincerity, compassion, and kindness. This does 
not mean you cannot be firm or in control. 

 During the session, determine what the worker 
believes causes the counterproductive behaviour 
and what will be required to change it. 

 Try to maintain a sense of timing of when to use 
directive or nondirective counselling (see below). 

 Using all the facts, make a decision and/or a plan 
of action to correct the problem. If more 
counselling is needed, make a firm time and date 
for the next session. 

 After the session and throughout a sufficient 
time period, evaluate the worker's progress to 
ensure the problem has indeed been solved. 

Counselling methods:

 In directive counselling, the counsellor 
identifies the problem and tells the counselee 
what to do about it. 

 Nondirective counselling means the counselee 
identifies the problem and determines the 
solution with the help of the counsellor. 

 The counsellor has to determine which of the 
two or some appropriate combination, to give 
for each situation. For example, "Put that 
cigarette out now as this is a non-smoking 
area," is a form of directive counselling. While 
a form of nondirective counselling would 
be, "So the reason you are not effective is that 
you were up late last night. What are you going 
to do to ensure that this does not affect your 
performance again?" 



Counselling procedure:
 The supervisor will record counselling sessions 

on a counselling memorandum, which may 
contain, if appropriate, objectives that will address 
concerns raised, and details of the training and 
other activities which will support the meeting of 
the objectives. 

 The counselling form will also contain details of 
the agreed period of review – if applicable. 

 The counselling form will be copied to the 
employee and a copy filed on the employee’s 
personnel file. 

 If there is no improvement following informal 
measures, or in cases of alleged serious or gross 
misconduct or serious poor performance, formal 
action will be taken which may lead to the issue 
of formal written warnings or dismissal. 

 It may be that during the course of an informal 
meeting or review a supervisor considers that 
the matter warrants formal action. If so, the 
informal action will be terminated and an 
investigation started in accordance with the 
arrangements outlined below. 

 An employee may also request that the matter 
be dealt with formally should he/she wish to do 
so. 

 If there is no improvement following informal 
measures, or in cases of alleged serious or 
gross misconduct or serious poor 
performance, formal action will be taken which 
may lead to the issue of formal written 
warnings or dismissal. 

 It may be that during the course of an informal 
meeting or review a supervisor considers that 
the matter warrants formal action. If so, the 
informal action will be terminated and an 
investigation started in accordance with the 
arrangements outlined below. 

 An employee may also request that the matter 
be dealt with formally should he/she wish to do 
so. 



Formal discipline:

Formal discipline is defined as formal 
action being taken against an 
employee in cases where 
performance is lacking or where 
allegations of misconduct are 
apparent. Formal discipline does not 
need to follow informal disciplinary 
actions but might be, in some 
instances, follow up on informal 
disciplinary actions. 

 Substantive fairness relates to 
whether the penalty imposed is 
reasonable and fair. 

 Procedural fairness refers to 
whether appropriate procedures 
were followed in the process such as 
providing the employee with 
sufficient 
representation, opportunity to state 
his/her case, use of a 
translator, unbiased 
chairperson, opportunity to cross 
examine witnesses, etc. 



Investigation:

Based on his/her investigation an 
investigating officer may determine: 

 That there is no case to answer; 

 That it is appropriate to deal with 
the matter informally or, 

 That there are sufficient grounds 
for convening a disciplinary 
meeting or, 

 That there are sufficient grounds 
for convening a formal disciplinary 
hearing. 

 Except in cases where the facts are not in dispute, an 
investigation should be carried out in order to gather the 
relevant facts and supporting evidence promptly before 
recollections fade. 

 The investigation is normally carried out by the 
employee’s supervisor or by a person nominated on 
his/her behalf. 

 The investigating officer may be assisted by the Human 
Resources designate. 

 The supervisor should initially speak to the employee in 
order to seek his/her explanation of the matter. 

 If, following this initial meeting, it appears that there is 
possible cause for further action; a full investigation will 
be conducted. 

 The investigating officer should interview the employee 
and, if appropriate, witnesses. 

 The employee should be informed that witnesses are 
being interviewed as part of the investigation and be 
invited to nominate witnesses who he or she wishes to 
give evidence on his or her behalf. 

 The employee may be accompanied during an 
investigation meeting by a co-employee. 



Charge: (P62)

Unacceptable behaviour:

Verbal warning / Written 

warning

Serious misconduct

Final written warning

Gross misconduct

Summary dismissal

Failure to respond to informal 

disciplinary measures.

Failure to respond to repeated 

warnings for minor misconduct / 

unacceptable behaviour

Failure to respond to repeated warnings for minor misconduct / 

unacceptable behaviour / serious misconduct

Dishonesty, theft or fraud involving company property or unauthorised 

possession of property belonging to fellow employees. 

Refusal to comply with a 

reasonable management 

instruction / insubordination

Falsification of documents including expenses claims or other official 

documents. 

Improper use of IT equipment and 

software (e.g. spending too long 

on the internet unrelated to job 

requirements).

(Note that some types of abuse of 

the Internet will be regarded as 

serious or gross misconduct) 

Prolonged unauthorised 

absence from duty (a single 

day's unauthorised absence may 

be treated as minor misconduct) 

Wilful damage to company property, equipment or other resources 

Illegal use of, or copying of IT equipment or software (including viewing, 

copying or sending pornographic material or violent images on the 

internet)

Negligence Deliberate breach of confidentiality or trust which include the withholding 

of information which lead to company detriment.

Bullying or horseplay Gross insubordination

Failure to comply with company 

rules, policies or procedures  

Corrupt practices including the receipt of money, goods, favours or 

hospitality in respect of services rendered 

Improper use of telephone or e-

mail systems 

(e.g. excessive levels of personal 

calls or correspondence) 

Inappropriate behaviour 

towards fellow employees.

Assault - physical violence or the malicious ill-treatment of fellow 

employees, customers or visitors 

Removal of company property 

without authorisation

Abscondment (absence without leave for a period exceeding 5 working 

days)



Suspension:

 Suspension is not a disciplinary 
sanction and is to be considered a 
neutral act to facilitate an 
investigation. 

 Regular contact should be 
maintained with the employee to 
advise him/her of the progress of 
the investigation. 

 Apart from a situation where an 
employee does not have a legal or 
statutory right to work, suspension 
will be on full pay. 

 Suspensions will always be 
sanctioned by a member of senior 
management.  

 An employee may be suspended during any 
investigation and/or pending any disciplinary 
hearing in circumstances where gross 
misconduct is alleged, where there may be risks 
to property or other parties, where relationships 
have seriously broken down such as to impair 
efficiency, or to assist the investigation. 

 The reason or reasons for suspension and 
requirements during the suspension should be 
discussed at a meeting with the employee with a 
co-employee, as representative present, if 
desired. 

 If it is not possible to meet with the 
employee, written notification will be sent to the 
member of staff and a meeting date will be set 
up to discuss the reasons for the suspension and 
arrangements during the period of suspension. 



Disciplinary meeting /hearing:

Disciplinary meeting 

 A disciplinary meeting is normally called when the 
transgression requires formal action but is not severe 
enough to warrant a formal disciplinary hearing. 

 The principles of holding counselling session should be 
equally applied to conducting a formal disciplinary 
meeting or hearing. 

 The employee is notified of such disciplinary meeting and 
is informed of the charges against him/her. (Refer to the 
charge guideline as a guideline for possible charges) 

 The employee may be represented by a co-employee 
during the disciplinary meeting. 

 The meeting is chaired by the supervisor or his/her 
designate. 

 The supervisor or designate informs the employee of the 
charges against him or her and gives the employee the 
opportunity to answer on these allegations. 

 Both the supervisor/designate or employee may call on 
witnesses should there be any clarification of the facts 
needed. 

Disciplinary hearing 

 Disciplinary hearings are normally convened in the 
following circumstances: 

 Allegations of gross misconduct. 

 Allegations of the employee failing to respond to 
repeated warnings for minor 
misconduct, unacceptable behaviour and or serious 
misconduct. 

 The supervisor or his/her designate concludes an 
investigation and recommend a disciplinary hearing to 
a member of senior management; 

 The member of senior management study the findings 
of the investigation and determine whether to 
continue with a formal disciplinary hearing or whether 
to refer the matter back to the supervisor/designate 
for him/her to continue with a disciplinary meeting. 

 If the disciplinary hearing continue, the member of 
senior management will nominate a chairperson and 
initiator for the disciplinary hearing. (The company 
may elect to nominate an outside party as chairperson 
for the proceedings.) 

 Please study the disciplinary hearing template at 
the end of the manual in conjunction with this 
section. 



Verdict & Penalty:

 Is there a rule? 

 Is it a reasonable rule? 

 Was the employee aware of the 
rule? 

 Was the rule broken? 

 Can it be reasonably assume that 
a reasonable person should have 
known of the rule? 

 Can it be reasonably assumed 
that a reasonable person would 
know that he/she would receive 
punishment if he/she should 
breach the rule? 

 Mitigating and 
aggravating 
circumstances 

 Employee record 

 Seriousness of offence 

 What was the imposed 
penalty in similar 
circumstances in the past 
- consistency 



Penalty options:

 Employee opportunity to 
state case and call 
witnesses;

 Opportunity to cross 
examine;

 Opportunity to be 
represented;

 Written record;

 Right to appeal.

 Verbal warning – 3m

 Written warning – 6m

 Final written warning – 12m

 Dismissal



Appeal:

The appeal chairperson will consider the
following elements:

 Whether the matter under consideration
was adequately investigated and
substantiated;

 Whether the company’s procedures were
correctly and fairly implemented; and

 Whether the disciplinary action was
reasonable in the circumstances known
to management at the time of the
disciplinary hearing.

 An employee has the right of appeal in 
all cases where formal disciplinary 
action has been taken against him/her. 

 The employee will submit his or her 
written appeal to the Managing 
Director or appointed designate within 
48 hours of receipt of the written 
notification of the disciplinary 
sanction. 



Supervisor FAQ’s:

 Refer to list on page 39 or 
ask specific company 
related questions.





Grievance process:

Stage 3

Senior management 
convene to resolve

Outcome final

Stage 2

Direct line 
management resolve

Not resolved – stage 
3

Grievance submitted

In writing and 
Supervisor resolve 

Not resolved – stage 
2

Grievance procedure: Collective 

 The same notification form and procedure as 
with the Individual grievance is followed. 

 Except: 

 Full names, particulars and signatures of 
employees participating in the grievance need 
to be supplied; 

 Full details are required as per the individual 
grievance; 

 The group of employees will choose a 
maximum of two representatives who will 
represent the group in the grievance. 

 The rest of the group will continue with their 
daily tasks as usual with reasonable 
feedback/cocas opportunity provided. 

 Any failure to work should be considered as an 
act of illegal industrial action. 




