
 

External Grievance Procedure Policy: 

Introduction. 

This Policy aims to provide a mechanism for individuals, communities, or organizations to raise a 
grievance about any issue or concern. All grievances will be reviewed by SeeTree Management, who will 
ensure that such grievances are dealt with promptly, fairly, and in accordance with other related policies 
of the company. This policy should be read in conjunction with the SeeTree HR policy. 

Scope. 

The External Grievance Procedure applies to all external stakeholders of SeeTree. The following criteria 
should be met before the grievance will be accepted: 

1. A statement about a perceived or real wrong or unfair treatment in which SeeTree is held responsible 
directly or indirectly and; 

2. Factual and evidence-based grievance.  

Roles and Responsibilities 

The VP of New Business & HR is responsible for expanding the company`s areas of activity while 
introducing new markets and collaborations. Among other things, she is responsible for the 
management of the human resources in the company, building platforms that support the company and 
its stakeholders, inside and outside, inter alia, the grievance procedure.    

Grievance Reporting Channel. 

The grievance can be lodged through various channels including the following: 

Email  

hadar.haramaty@seetree.co 

Telephone 

HQ VP New Business & HR: (972)504008984 

Face-to-face or mailbox 

The grievant can lodge their grievance to any SeeTree employee at the local offices who will then 
escalate the matter.  

The grievance can also be sent to the HQ offices at the address: Yigal Alon 90 St., Tel -Aviv, Israel 



 

Disclosure 

The policy may be communicated to different communities and/or stakeholders via the Company’s 
commercial agreements or the company`s website. 

The grievant must make sure that the following information is provided to ensure prompt handling of 
her/his complaint: 

✓ The identity and contact details (in the event of a third-party worker, he/she may submit a grievance 
anonymously to the HQ mail); 

✓ Details of the complaint; 

✓ Where relevant, copies of any documentation supporting the complaint. 

SeeTree may not be able to conduct a full investigation with follow-up actions if: 

a. Insufficient information is given to pursue an investigation (e.g., general, unspecified, and therefore 
un-actionable); 

b. Information requested by SeeTree is not submitted in due time; 

c. Legitimacy to represent affected individuals or communities is not explicit and proven. 

Confidentiality and data protection  

SeeTree owes a duty of confidentiality to the grievant and will take appropriate steps to protect 
sensitive and personal information.  

Procedure. 

Step 1: Grievance submission  

The grievant shall submit the grievance to SeeTree through the Grievance Form on SeeTree website 
https://www.seetree.ai/contact. This form includes the information below: 

1. Grievant’s details (in the event the complaint is not anonymous): including first name, last name, 
email address, organization/ company name, type of grievant, and country. 

2. Grievance details: including who or what the grievance is being submitted against, the country of 
issue, the reason for the grievance, previous attempts to solve the grievance, and preferred remedy 

Upon receipt of a grievance, SeeTree’s internal complaint resolution procedure will be activated as 
described below.  

 



 

Step 2: Assessment 

Within seven working days, SeeTree will assess if the grievance has provided enough information for an 
investigation to be carried out:  

a. If sufficient information has been received, the grievant will receive a formal acknowledgment and 
details of the next steps in the procedure. 

b. If the grievant did not provide sufficient information, then SeeTree will request additional 
information. If after 14 working days of that request, there is still insufficient information to conduct an 
investigation, then the case will be closed, and the grievant will be informed of the reason why. 

Step 3: Investigate and resolve 

Within 14 business days of the date of receipt of sufficient information, SeeTree will investigate the 
circumstances of the case, discover underlying causes, and develop actions to prevent similar incidents 
from occurring in the future. Once all actions have been completed and the grievance has been 
resolved, SeeTree will formally advise the grievant via their preferred method of contact. 

No appeal on the final decision is possible. 

Step 5: Follow up and closeout 

SeeTree will contact the grievant within three weeks of resolving the grievance. When contacting the 
grievant SeeTree will verify that the outcome was satisfied and also gather any feedback on the 
grievance process.  

Step 6: Monitoring and evaluation  

SeeTree will keep all the complaints in a logbook, in the responsibility of the VP of New Business & HR, 
for 5 years from the date of complaint. SeeTree will review the External Grievance Policy process where 
it is necessary to continuously improve the grievance handling procedure.  

 

 

 

 

 

 

 



 

Grievance Form  

We will handle your grievance as soon as possible. Within 7 working days after submission, we will 
decide whether the grievance falls within the outlined scope. Within 14 days after admissibility, we will 
come to a final decision.  

Your name (first and last name) *: 

□ I wish to raise my grievance anonymously  

□ I request not to disclose my identity without my consent 

Contact information*: 

□ By post: please provide your full address 

□ By telephone: 

□ By email: 

Company / Organization (name, address & country) *: 

Your position within the company/organization*: 

Description of grievance or incident*: 

 

Date of grievance/incident: 

□ One time incident/grievance date: 

□ Happened more than once (how many times): 

□ On-going (currently experiencing the problem): 

What would you like to see happen to resolve the problem? 

 

 

Please attach file(s) / photographs that provide evidence for the grievance. 

Please send the filled-in form to hadar.haramaty@seetree.co  

* These fields need to be filled in. 


