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employees wish to confidentially discuss the matter at any stage prior to or during the grievance
procedure.

The steps in the grievance procedure to be followed by employees who feel that they have been
harassed or discriminated against are as follows:

1. Where it is appropriate to do so, employees are encouraged to raise the issue or behaviours
with the other person concerned and resolve the issues directly. Employees should make it
clear to the person that their behaviour is unwelcome and unwanted.

2. In circumstances where;
a. Theissue is not able to be resolved informally, either because the other person is

unapproachable or they ignore the requests to try and resolve issues or stop the
inappropriate behaviour; or

b. The complaint relates to a serious incident of harassment or discrimination;

...employees may approach their designated Grievance
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6. Implications for Practice
To implement this Policy and Procedure Oakleigh Grammar, the Board and or the Principal must
ensure:

1. That copies of this Policy and Procedure are available to employees in numerous formats
including on the internal intranet, in physical form in the staff room and on employee bulletin
boards;

2. That this policy is incorporated in Oakleigh Grammar’s induction program to ensure that all
employees are aware of this policy, have read and understood the policy, and acknowledge their
commitment to comply with the policy;

3. That periodic training and refresher sessions are administered to all employees in relation to this
Policy and Procedure; and

4. That mechanisms necessary to establish the complaints and grievance process are put in place.
This will involve:

a. Appointing one or a number of existing employees as Grievance Officers;

b. Training and educating all individuals involved in handling formal complaints and
conducting proper investigations so as to ensure that they understand the steps that
must be taken to resolve claims of harassment and discrimination; and

c. Generating formal complaints forms for employees to complete, listing all relevant
information required to conduct an appropriate investigation.

7. Other Considerations

Not applicable
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