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Grievance Resolution

Procedure

Important Information
(A). This Procedure has 3 processes —

(1). Process 1 — Self Resolution

(2). Process 2 — Assisted Resolution

(3). Process 3 — Formal Grievance 

Process 1: Self Resolution
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2 Self Resolution

2.1 Step 1 — Try to Resolve the Grievance Yourself (Anyone)

(A). If you have a workplace grievance, you can try to resolve this yourself, with the individual who is causing the concern. 

(B). If you do not feel comfortable in trying to resolve the grievance yourself, or you have tried to resolve the grievance yourself but do not feel that the concern has been resolved, you can raise your concern with —

(1). your Manager / Supervisor; or

(2). anyone in your line management hierarchy.

Note — the individual you raise your concerns to becomes the Receiver

If the assistance provided by the individual who you raised your concern with did not resolve your grievance, you can escalate your grievance to Human Resources by contacting any member or team of Human Resources 


3 Understanding the Concern

3.1 Step 2.1 — Understanding a Concern (Supervisor/Manager/Line Management)

If you receive a concern about a grievance you will need to make sure that you have sufficient detail about the situation so that you can make a decision about what to do next. 

Gather additional information about the grievance if there is not sufficient detail.

3.2 Step 2.2 —  Seek Advice or Assist

Provide assistance to the individual who raised the concern to try to resolve the situation.

If you do not feel comfortable in providing assistance seek advice from Human Resources by contacting a member or team of Human Resources.


Process 2: Assisted Resolution
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4 Assisted Resolution 

4.1 Step 3.1 — Understand Concern (Head of School/Director)

If you receive a concern about a grievance, you will need to make sure that you have sufficient detail about the situation so that you can decide what to do next.

4.2 Step 3.2 — Determine Grievance (Head of School/Director)

Consult with Human Resources and decide whether the concern raised qualifies as a grievance in accordance with the Grievance Policy.

(A). If the concern does not qualify as a grievance notify the individual who raised the concern about your decision.

(B). If the concern does qualify as a grievance begin the mediation process.

Note — Human Resources has the discretion to appoint an internal or external mediator to manage the mediation process.

5 Alternative Dispute Resolution

5.1 Step 4.1 — Alternative Dispute Resolution Process 

(A). Commence a mediation process with all relevant parties where appropriate. 

(B). Where mediation is not deemed appropriate or has been unsuccessful explore other alternative resolution methods.  

(C). Once mediation has been conducted and concluded notify the individual who raised the concern about any outcomes arising from the process.

(D). Where other alternative resolution methods were used notify the individual who raised the concern about any outcomes arising from the methods used. 

5.2 Step 4.2 — Option to Proceed to Formal Grievance (Individual)

(A). If the mediation or alternative resolution methods did not resolve your grievance, you can escalate your grievance to the Director Human Resources (DHR) by contacting a member of Human Resources in writing. 

Process 3: Formal Gievance

[image: image3.png]DHR

Alternative
Process
Performance
Discussions

Training and
Development

Grievance Handler

Anyone

Formal
Grievance






6 Formal Grievance

6.1 Step 5.1 — Appoint a Grievance Handler (DHR)

(A). If you receive a concern about an individual whose grievance has not been resolved through mediation or alternative resolution method, appoint a Grievance Handler.
NOTE — a Grievance Handler (GH) is an individual who is a university member or officer appointed to manage the grievance.
6.2 Step 5.2 — Formal Grievance (GH)

If you have been appointed to conduct a formal grievance process conduct a formal grievance investigation liaising with all relevant parties.

Submit your findings to the DHR to make a determination.

7 Determination and Resolution

7.1 Step 6.1 — Determination (DHR)

(A). Make a determination about the formal grievance process and inform the Grievance Handler of the outcome.

7.2 Step 6.2 — Outcome Confirmation (GH)

(A). Inform all relevant parties about the determination made by the DHR. 

(B). Where necessary to restore affected relationships and/or work area, design and implement an impact plan detailing any actions to be taken and the timelines for completion.

End
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