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STAFF GRIEVANCE POLICY
PURPOSE  
Staff grievances (including those of volunteers) are treated fairly, respectfully and confidentially, with a genuine effort to resolve concerns promptly through the service’s Complaints Handling Policy and applicable Department of Education processes.
SCOPE  
This policy applies to children, families, staff, management and visitors of the OSHC Service.
IMPLEMENTATION  
The Coordinator is normally the first contact for staff grievances. Staff may contact the Business Manager and/or Principal directly if:
· the complaint is about the conduct of the Coordinator/Nominated Supervisor; 
· the employee is not comfortable to take the complaint to the Co‐ordinator; 
· the employee is not satisfied with the Co‐ordinator’s handling of the complaint; 
· the complaint is about a matter of Management and Administration Policy. 
The Coordinator will listen to concerns, discuss possible solutions with the staff member and respond as soon as practicable. Discussions will take place privately, away from children and other families or staff. A confidential record of the concern and agreed actions will be kept securely.
If the grievance remains unresolved, the staff member may submit it in writing to the Business Manager and/or Principal. The following process will apply:
· The Business Manager and/or Principal will meet with the staff member, consider the concern and explain the next steps and expected timeframe.
· Any other person involved will have a fair opportunity to respond. Information will only be shared with those who need it to manage the grievance.
· Staff may seek support from a representative or support person. The outcome and any follow-up actions will be communicated and recorded confidentially. Staff must not be treated adversely for raising a genuine concern. Child safety allegations or reportable incidents must be escalated immediately under the relevant child safety and reporting procedures, rather than waiting for this grievance process.
FURTHER INFORMATION AND RESOURCES  
· Education and Care Services National Regulations 168, 170–172; relevant Victorian Department of Education staff grievance procedures
· National Quality Standard: Quality Area 4 (4.2.1) and Quality Area 7 (7.1.2)
REVIEW CYCLE AND EVALUATION
This policy was reviewed on 28 October 2026 and is scheduled for review in October 2028, or earlier if requirements change.
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