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1. PURPOSE 
 

1.1. All employees have the right to work in a safe, fair, and respectful environment that promotes 
equal opportunities and prohibits discriminatory practices. Only by maintaining a positive, inclusive 
workplace within TELELINK INFRA SERVICES GROUP we can all benefit from the full potential of 
our fellow employees’ capabilities, creativity, and talent. This policy seeks to support the 
achievement of this goal by providing a transparent and consistent process for resolving 
grievances.  
1.2. All managers and employees are responsible for complying with this policy and treating 
everyone who works in the companies within TELELINK INFRA SERVICES GROUP with dignity and 
respect.  
1.3. This Policy aims to achieve consistent treatment in handling complaints in the workplace and 
provide a procedure to follow if a concern arises so that all of our employees are heard and treated 
equally. 
1.4. Negotiated solutions will address the key issues and be acceptable to all individuals or parties 
involved without ascribing blame, victimization, or discrimination. Complainants will not suffer any 
disadvantage, victimization, or discrimination due to raising a grievance, with minimum stress and 
maximum protection for all concerned. 

 

2. WHAT TO TELL US?  
 

Any problem, concern, or complaint related to an employee’s work or the work environment. A 
personal grievance can be any act, behavior, omission, situation, or decision impacting an employee 
that the employee thinks is unfair or unjustified. A grievance can relate to almost any aspect of 
employment, for example:  

✓ Safety in the workplace  
✓ Staff development or training  
✓ Leave allocation  
✓ Supervision  
✓ Management behavior 
✓ Hours of work  
✓ Discrimination 
✓ Harassment 
✓ Unfair Performance appraisal  
✓ Transfer or promotion  
✓ Dispute between coworkers and/or management. 

 

3. ATTEMPT TO RESOLVE THE GRIEVANCE DIRECTLY 
 

If the employee feels comfortable in doing so, they should attempt to address the issue directly 
with the person(s) involved in the grievance. The employee may find the other person was unaware 
of their grievance and the matter can be resolved directly.  

4. REPORT THE GRIEVANCE TO MANAGEMENT  
 

If the employee does not feel comfortable talking to the person(s) involved, or they have tried to 
and it was ineffective in resolving the grievance, or if there is no other person involved in the 
grievance, the employee should report the grievance in the first instance to their manager.  

A range of informal actions can often resolve grievances. Such actions will depend on the individual 
circumstances of the grievance. Possible actions include, but are not limited to:  

A. the manager discussing the issue with the person against whom the complaint is made; and/or  
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B. the manager facilitates a meeting between the parties to resolve the issue and move forward.  

Many personal grievances can be resolved through an informal procedure. However, in 
circumstances where the manager considers the informal procedure is not appropriate and the 
grievance is sufficiently serious, it may be escalated to the next stage – more formal procedure.  

 

5. FORMAL PROCEDURE 
 

5.1. Where a grievance is sufficiently serious or when an employee has been unable to resolve a 
grievance informally, a formal grievance should be made in writing and send by email to:  

 
tellus@telelinkinfra.com 

 
5.2. The employee should provide the following details:  
✓ The nature of the grievance; 
✓ Details of any relevant facts, individuals involved or evidence (including copies of any relevant 
documents); 
✓ Any action taken by the employee to resolve the matter so far; 
✓ How the employee thinks it can be resolved.  
5.3. Ideally, we would like to contact a complainant and verify the details of any allegation, but we 
do understand that at times, individuals may wish to make an anonymous complaint. Where 
anonymous complaints are received, we will investigate and determine whether there are 
grounds for the complaint. However, in the case of anonymous complaints we will not be able to 
inform the complainant of the outcome of those investigations, or the actions taken by us. If an 
individual decides to make an anonymous complaint, it is important that the complainant provides 
as much information as possible to substantiate their complaint. 
5.4. The grievance shall be reviewed and investigated by the Group HR Director and the Group 
General Counsel. 
5.5. The grievance review may involve interviewing and taking statements from the employee, and 
any other parties and witnesses they deem appropriate, as well as reviewing relevant documents 
and asking for further information.  
5.6. Employees must cooperate fully and promptly in any investigation. This may include 
submitting the names of any relevant witnesses, disclosing any relevant documents and attending 
any interviews.  
5.7. Employees can seek advice from their manager at any stage during the grievance process.  
5.8. Once any investigation is complete, the employee will be informed of the outcome in a 
meeting with the employee in person. The employee can bring a support person to a grievance 
meeting if desired. 
5.9. If the employee is dissatisfied with the outcome of the formal investigation, they may appeal 
the decision to the Managing director of the company, where the employees is employed, whose 
decision will be final and binding.  

 
 

6. POSSIBLE OUTCOMES 
 

The outcome(s) will depend on the nature of the grievance. 
A range of non-disciplinary outcomes may also apply to resolve a grievance. Examples include, 
but are not limited to:  

✓ training to assist in addressing the problems underpinning the grievance;  
✓ monitoring to ensure that there are no further problems;  
✓ implementing a new policy;  
✓ requiring an apology or an undertaking that certain behavior needs to stop and/or 

changing work arrangements.  

mailto:tellus@telelinkinfra.com
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Employees may be subject to disciplinary procedure. The type and severity of disciplinary action 
will depend on the nature of the grievance and other relevant factors.  

 

7. GENERAL 
 

7.1    Work will continue as normal while a grievance is being dealt with under these guidelines.  
7.2.  Disciplinary action will be taken against any person who victimizes or retaliates against the 
complainant, or who has lodged/is involved in a personal grievance issue under this Policy. Such 
action may include termination of employment.  
7.3.  The Group HR Director and the Group General Counsel will maintain confidentiality. However, 
it may be necessary to speak with other employees or workplace participants in order to determine 
the events surrounding the complaint. This will afford fairness to those against whom the complaint 
has been made and also to resolve the grievance. All employees and workplace participants, 
involved in the grievance, are required to also maintain confidentiality, including the employee who 
complains. If a person breaches confidentiality, they may be disciplined.  
7.4. Where considered appropriate, agreed resolutions of personal grievances arising from the 
informal procedure may be recorded and signed by all parties. Generally, it will not be necessary to 
put records of a personal grievance on an employee’s personnel file unless some disciplinary action 
is taken as a result of the grievance. A record of any disciplinary action arising from a formal 
investigation will be placed on the personnel file of any disciplined person.  
 

 
 

Lyubomir Minchev 
Chief Executive Officer 
 
 
……………………………… 

 

 

 

 
  




