
 Grievance Policy 

        

  

HR-P-002 1 

 

 
1. Introduction: 

This policy aims to establish a structured framework for receiving and handling employee 
complaints in a fair and transparent manner, while ensuring confidentiality and privacy, and in 
accordance with the Saudi Labor Law. 

2. General Guidelines: 

 
2.1. This policy applies to all categories of employees within the company. 

2.2. Complaint: Any formal expression of dissatisfaction related to a service, decision, employee 
behavior, or company practices. 

2.3. Complaints Committee: A group of appointed professionals responsible for receiving and 
addressing employee complaints. The committee promotes fairness and transparency 
within the workplace, allows employees to voice concerns in an organized and confidential 
manner, contributes to a healthy work environment, builds trust between employees and 
management, ensures compliance with applicable laws and regulations in the Kingdom, and 
facilitates internal dispute resolution before escalation to external authorities. 

 

2.4. Complainant: The individual submitting the complaint. 
 

2.5. The committee is formed and chaired by one of the company’s managers and consists of 3 
to 5 members. 

 

2.6. Members are appointed by senior management, and the committee's composition is 
reviewed annually. 

 

2.7. All complaints are treated with strict confidentiality. 
 

2.8. Retaliation against complainants is strictly prohibited. 
 

2.9. Anonymous complaints are permitted. 
 

2.10. All complaint-related documentation is retained for a minimum of five years. 
 

2.11. Documentation includes the complaint, investigation findings, decisions, and 
correspondence. 

 

2.12. Committee powers include the following: 
 

2.12.1. Investigation: 

• Review of relevant documents. 

• Interviewing involved parties. 

• Visiting the site of the complaint if necessary. 
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2.12.2. Decision-Making: 

• Issuing binding recommendations to departments. 

• Recommending disciplinary or corrective actions. 

• Proposing changes to procedures or policies as needed. 

2.12.3. Escalation and Follow-Up: 

• Referring serious matters to senior management. 

• Monitoring the implementation of solutions until the complaint is resolved. 

2.12.4. Confidentiality and Protection: 

• Ensuring the confidentiality of information and the complainant’s identity. 

• Protecting the complainant from retaliation or harm. 

2.12.5. Legal Consultation: 

• Engaging legal counsel when necessary. 

• Recommending escalation to relevant authorities when required. 

2.13. Decisions and recommendations issued by the Complaints Committee are binding on all 
departments upon final approval from senior management. 
 

2.14. This policy is reviewed annually by the Corporate Excellence Department. 
 

2.15. Amendments are approved by senior management. 
 

3. Procedures: 

 
3.1 Submitting a Complaint: 

 
3.1.1 Complaints may be submitted via the ‘Employee Complaint Form’ form, through the 

designated hr.feedback@cables.energya.com. The complaint must include the 
following: 

 
3.1.1.1 Complainant’s information (unless submitted anonymously). 
3.1.1.2 Details of the incident or behavior being reported. 
3.1.1.3 Any supporting documents. 
3.1.1.4 Specifics such as the time, location, and date of the incident. 

 

3.2 Complaint Handling: 

 
3.2.1 Upon receipt, the complaint is registered, assigned a reference number, and the complainant is 

notified within three business days. 
3.2.2 The committee reviews the complaint to determine jurisdiction. If outside its scope, the matter 

is forwarded to the relevant department, and the complainant is informed. 
3.2.3 If within scope, the committee conducts an investigation by collecting evidence and 

conducting interviews if necessary, ensuring confidentiality and impartiality. 
3.2.4 The committee issues a decision within 15 business days (extendable in complex cases). 

mailto:hr.feedback@cables.energya.com
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3.2.5 The complainant is notified in writing of the outcome and committee decision. 
 

4. Grievance: 

In accordance with the general Human Resources policy (clauses 7.1 and 7.2 – Employee Grievances): 

4.1 The complainant has the right to appeal the committee's decision within 10 business days of 
receiving the notification. 

4.2 Grievance is referred to upper management or an independent review committee. 
 

5. Memo 
 

 

 


