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GENERAL INFORMATION:  

This procedure is to be utilised in the event that there is a grievance to be raised, which cannot be 

resolved in line with the Communication Policy. This Procedure is written with the intent to involve 

all Staff, Players, Parents, Volunteers, Directors of the Board, Members, Parents of members & the 

Public and ensure they have a fair and equitable procedure to follow in the event that a grievance 

needs to be escalated. This Procedure is in place to enable all grievances to have clear guidelines and 

expectations in relation to behaviours of those parties involved with a grievance. This procedure is 

also written with the aim to avoid reputational damage to the Association as a whole.   

It is understood that grievances can come about in a number of ways and it is expected that, where 

possible and in line with the communication policy, the grievance is attempted to be resolved. 

Documentation of the attempt(s) are required to be outlined in the lodgement of a grievance in 

accordance with this policy.    

 

CCWBA: Central Coast Waves Basketball Association  

POLICY STATEMENTS:  

For a grievance to be lodged as a valid grievance, the following must be provided, in writing, via 

email/letter etc to the CCWBA Board of Directors;  

- Clearly outline the nature of your grievance, 

- Be specific, gives dates/times/team names/player numbers/names of parties involved, 

- Give a clear account, to the best of your ability, of your grievance,  

- Provide the names & contact details of any witnesses,  

- A contact phone number/email address, where you can be reached for further information, if 

required, and  

- Clearly outline what you propose would be a mutually beneficial outcome of your grievance  

** A grievance can be anonymous, however, no outcome will be made available.  

 

GENERAL GRIEVANCE PROCEDURE  

 

Informal and standard grievance procedure:  

1. This policy will be made readily available to any & all Staff, Players, Parents, Volunteers, 

Directors of the Board, Members, Parents of members & the Public upon request.   

 

2. This Policy is to be the main reference point when lodging a grievance and must be adhered 

to in the event that there is a grievance.   

 



3. All persons involved in the grievance should firstly attempt to resolve the issue, through 

informal discussion and in line with the Communication Policy.  

 

4. To be considered a grievance in accordance with this policy, a grievance must be submitted 

in writing (via email or letter form) and will be considered lodged on the next business day 

after it is received, in accordance with the Association Incorporations Act.  

The person/s lodging the grievance must clearly outline that the intent of the submitted 

documents is for the purpose of lodging a grievance.  

Email: waves@wavesbasketball.com.au  

Postal Address: PO BOX 9035, Wyoming, NSW, 2250  

Hand Delivered: To a Current Director of the CCWBA Board  

 

5. Once a grievance is lodged with the Board of Directors, it will be presented at the next 

scheduled Board Meeting if received no less than 5 business days prior to the scheduled 

meeting. Otherwise, it will be raised at the following meeting.   

 

6. Any lodged grievance is considered highly confidential & all parties involved, including the 

person receiving the grievance are to treat it as such.  

 

7. Any persons who lodges a grievance or are involved in resolution of a grievance; in 

accordance with this policy are expected to keep any/all communication in relation the that 

grievance, private and strictly confidential. Person/s found to have breached that privacy by 

discussing with any persons not directly involved in the resolution of the grievance, will be 

subject to disciplinary action.     

 

8. Persons directly involved in any active or closed grievance process will be expected to 

conduct themselves in a respectful, courteous & private manner. This includes when the 

persons involved are at/around the stadium, attending games, training or meetings or in 

conversation.  

 

9. Malicious, vexatious or frivolous grievances will not be tolerated and will be the subject of 

disciplinary action where appropriate.   

 

10. Any lodged grievance found to be malicious, vexatious or frivolous will invoke immediate 

dismissal of the grievance & disciplinary action will be taken, where appropriate.   

 

11. Any problem, complaint or concern, should be dealt with/actioned by the persons 

concerned as close to the event as possible in order to avoid an escalation of the issue, in 

accordance with the Communication Policy. For the purpose of swift action, it is expected 

that any grievance be lodged within 30 days of the grievance event occurring.  

 

12. Board Meetings provide regular opportunities to raise and discuss general issues or concerns 

about the Association. Any general issues or concerns should be raised in accordance with 

the Communication Policy.  

 

13. All discussions will be conducted in a confidential manner and involve only relevant persons. 

Only when all parties agree there is a benefit, should the discussion broaden to include any 

extra parties as appropriate.  



 

14. All involved parties are expected to conduct themselves with the intent of resolving the 

grievance. Any additional grievances uncovered during the resolution of a lodged grievance, 

may be considered a separate grievance, at the consideration of the Board of Directors.   

 

15. Either party may withdraw their grievance at any time. However, where the grievance 

identifies other issues of concern, the Board of Directors may decide to investigate those 

other issues.   

  

Formal grievance procedure  

Where the resolution of a grievance has not been satisfactorily achieved through the 

informal/standard procedure, then a more formal approach should be taken.  

1. Grievance between Staff: As appropriate, the Board of Directors should be briefed 

immediately about the grievance and its current status.  

 

2. Grievance between Board of Directors members: The whole Board of Directors should be 

briefed immediately.  

 

3. The grievance(s) will firstly be investigated by the Board of Directors as appropriate.   The 

investigation may include:  

- Interviews with both parties and/or witnesses  

- Assessment of relevant documentation e.g. job descriptions, policies etc.  

- Preparation of a clear description of the issue  

- Arranging a formal meeting between parties  

 

4. A meeting may be conducted by a neutral third person. This person will manage the conduct 

of the meeting, be impartial having no input to the content of the meeting and will prepare 

a written record of the outcome(s) of the meeting.  

 

5. Where the Board of Directors cannot identify a suitably impartial person, they may opt to 

invite a qualified mediator to assist. The meeting will:      

- Identify the issue(s) of concern and persons who are involved  

- Arrange all parties to be involved and to put forward their views  

- Identify alternative solutions  

- Attempt to reach a mutually satisfactory resolution of the issue(s).  

 

6. At formal grievance resolution meetings all parties are entitled to invite a support person to 

attend. This person does not provide input to the meeting but may offer support to their 

party during the meeting. 

 

7. A confidential written record of the outcome of the meeting will be given to all participants 

who are to acknowledge their agreement by signing the record. A signed copy will be kept 

with the Board of Directors files.  

 

8. The neutral party will inform the Board of Directors of the meeting's outcome(s).  

 



9. The Board of Directors will ensure that outcomes are included in job descriptions or 

policies/procedures as appropriate.  

 

10. If one party remains dissatisfied with the meeting's outcome(s) then this should be put in 

writing to the Board of Directors asking that the process be reviewed or stating that they 

intend to pursue the grievance further through other suitable avenues.   

 

11. Where the issue of grievance is between the Board of Directors and Staff and concern 

standard of work performance or work practice, then the discipline procedure will be 

followed.   
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