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RHODES UNIVERSITY

GRIEVANCE PROCEDURE FOR ALL STAFF

1 Introduction

A grievance may be defined as any dissatisfaction or concern on the part of a member of staff or group of staff members arising out of the working situation, or the application of conditions of employment other than that occasioned by a penalty awarded in terms of the Disciplinary Procedure.

2 Aims and Objectives of the Grievance Procedure

2.1 To provide Supervisors, Managers and Heads of Departments (hereafter referred to as the supervisor) and individual or groups of Staff Members (hereafter referred to as the member/s of staff) with a clear set of guidelines for the handling of grievances in a manner which ensures that members of staff are given the opportunity to air their grievances through formal channels, and in an unrestricted manner.

2.2 To clarify what is expected of each party in the grievance procedure.

2.3 To ensure that the grievance is resolved at the lowest reporting level.

2.4 To ensure that the member of staff raising a grievance is given a fair hearing, that the grievance is fully investigated and every effort is made to resolve the matter in an amicable way and in a manner that maintains the working relationships of all concerned.

2.5 To ensure that no member of staff shall in any way be prejudiced for using this grievance procedure whatever the outcome of the complaint.

2.6 To ensure that the grievance is resolved as a matter of urgency out of respect and concern for the parties involved.

2.7 To ensure consistency and uniformity of grievance handling in different Departments across the University.

2.8 To provide a system for recording formal grievances so that the full circumstances can be ascertained and formally noted.

2.9 To allow for the Human Resources Division to be aware of staff concerns and any patterns or trends which need to be addressed.

It must be noted that the grievance procedure is a process of mediation at multiple levels. This implies that the two parties are brought together to address concerns and resolve the manner in a way that fosters a positive working relationship. It is not a process of arbitration where a third party makes a decision which is binding to the two parties concerned. 
3 Stages and levels in the Grievance Procedure
3.1
 It may be necessary for the resolution of a grievance to proceed through a number of levels. The schedule below indicates the likely first, second, and third levels of reporting within the University.  It is recognised that this may not reflect all the variations of reporting levels in different departments.  When appropriate or necessary supervisors should use their discretion or ask the IR and EE Specialist for advice in this regard.

Table 1: Levels of reporting

	STAGES OF GRIEVANCE RESOLUTION
	Academic staff
	Support Staff, grades 1 to 5,  in Academic Departments
	Support staff, grades 6 and above in Academic Departments
	Support Staff, grades 1 to 5, Support Staff Divisions
	Support Staff, grades 6 and above in Divisions

	First level of reporting
	Head of Department
	Supervisor 
	(a) Supervisor OR

(b) Head of Department

(see footnote 1)
	(a) Supervisor

OR

(b) Manager/Head
	Head/ Manager of Department/ 

Section/Unit

	Second level of reporting 
	Dean
	Head of Department
	(a) Head of Department OR 

(b) Dean
	(a) Head of Section

OR

(b) Head of Division
	Head of Division

	
	
	
	(a)Dean
	(a) Head of Division

	

	Third level of reporting 
	Committee OR mediation
	Committee 
OR 
mediation
	Committee 
OR 
mediation
	Committee 

OR 
mediation 
	Committee OR mediation

	Fourth level of reporting
	Vice-Chancellor/

Vice-Principal
	Vice-Chancellor/

Vice-Principal
	Vice-Chancellor/

Vice-Principal
	Vice-Chancellor/

Vice-Principal
	Vice-Chancellor/

Vice-Principal

	Processes external to the University
	No involvement by University staff
	No involvement by University staff
	No involvement by University staff
	No involvement by University staff
	No involvement by University staff


3.2  In moving through these levels there can be a maximum of four stages of trying to resolve a grievance as follows :

Table 2: Stages of reporting

	
	Level 1 of reporting
	Level 2 of reporting
	Level 3 of reporting
	Level 4 of reporting

	Stage 1
	(
	
	
	

	Stage 2
	(
	
	
	

	Stage 3
	
	(
	
	

	Stage 4
	
	
	(
	

	Stage 5
	
	
	
	(


3.3   The following occurs in each stage:

3.3.1   The grievance form as per Appendix 1 is to be used at all stages/levels of the grievance procedure.

3.3.2 Unless the grievance is against the supervisor in this position, resolution of a grievance starts at the lowest level of reporting and proceeds through the next level if:

3.3.2.1
the current level has not found a satisfactory resolution or

3.3.2.2
the time frames and principles as indicated in Table 3 below are not adhered to by the supervisor.

 3.3.3    A grievance must be lodged within ten (10) days from the date on which the employee became 

aware of the adverse working situation or action. 

The time frames involved in the various levels and stages are as follows.

Table 3: 

	Reporting level
	First  Level
	Second Level/ 

stage 3
	Third Level/ 

stage 4
	Fourth Level/stage 5

	
	Stage 1
	Stage 2
	
	
	

	Time frame for resolution after submission
	Ideally not more than 3 working days
	Ideally not  more than 5 working days
	Ideally not  more than 5  working days
	Ideally not  more than 5  working days
	Ideally not  more than 15 working days


Each level must endeavour to resolve the matter satisfactorily within the maximum time-frames shown in Table 3 above except if a longer timeframe is agreed to by all parties or at get the process started. However, such an agreement should not delay the grievance meeting by more than one working week over and above the time-frames in Table 3. Where there is a legitimate
 reason for the supervisor being unable to attend to the grievance, an alternative person must be delegated the handling of the grievance as follows:

(i) In the case of the grievance being at Level 1, this shall be another senior member or supervisor in the department;

(ii) In the case of the grievance being at Level 2, this shall be another senior member of the department, or a senior staff member of the University.  
(iii) In the case of a grievance being at Level 4 and either the Vice-Chancellor or the Deputy Vice Chancellor  not being available, this shall be a senior staff member of the University. 
It may be appropriate to request that the IR and EE Specialist IR and EE Specialist or the Director (Human Resources) handle 
the grievance. However, handling grievances is the responsibility of line management and the HR
Division (either the Director or IR and EE Specialist) will normally only assist in handling the grievance
in exceptional circumstances.

3.3.4 Both Stage 1 and Stage 2 take place at the first level of reporting but differ in the level of formality. 

Stage 1 of the grievance procedure is concerned with the supervisor hearing and understanding the concerns of the staff member. As part of this conversation, the supervisor may relay particular information that the staff member has not heard previously. Such information may provide insight and resolve the grievance. Where the staff member has been offended or is upset by the actions of the supervisor, apologies may be offered and an agreement reached on future behaviour,  and in this way, the grievance may be resolved. However, should the staff member not be satisfied with the resolution at Stage 1, the grievance will continue onto Stage 2 where a formal grievance is laid. 

3.3.5 When the complaint is against, or about, a supervisor, the aggrieved member of staff may approach the next level of reporting directly for the purpose of resolving the particular grievance. However, the individual may also engage the informal procedure in Stage 1 of the grievance procedure to discuss the matter with the supervisor against which the grievance has been made before laying a formal grievance.
3.3.6 A stage in the grievance procedure is not to be missed or ignored. Where this happens, the staff member and supervisor shall be informed to return to the appropriate level and stage. This is based on the principle of line supervision taking responsibility for resolution of grievances and that most grievances can and should be resolved at this level. The only exception to this ruling is where the time-frames have not been adhered to and the relevant level of reporting has not actively sought to resolve the grievance in the time-frames provided in which case the aggrieved employee can proceed to the next level of reporting.

3.3.7 
Where a supervisor believes that the grievance cannot be resolved at the level of resolution in which they are involved, this should be communicated to the staff member as soon as possible. The staff member will then indicate by signing the relevant form that the grievance was unresolved at this level before moving to the next stage and level of reporting. 

3.3.8 Both parties may elect to choose an employee or a union representative to attend any of the grievance meetings at any level of reporting and at any stage of this procedure. This is to ensure that the process is fair, not to present the grievance or to defend the employee.

3.3.9 The IR and EE Specialist  may be called on for assistance to advise on the procedure or where necessary, in conjunction with the supervisor, to mediate the grievance. The resolution of the problem remains the responsibility of line management.

3.3.10 Irrespective of the outcome of the grievance, and after each stage and level of reporting, the grievance form
 must be completed in conjunction with the aggrieved member of staff and any representative of the staff member. After each stage of the grievance procedure, the aggrieved member of staff will submit the form to the IR and EE Specialist . The document must also be copied to the other party and the relevant level of reporting involved.  In the event of the grievance not being resolved, that level of reporting shall forward the grievance to the next level of reporting.

3.3.11
Where a member of staff has lodged a grievance, the IR and EE Specialist will monitor the process to ensure that the resolution of the grievance takes place according to this procedure and to offer assistance in the resolution of the grievance to both the member of staff and the supervisor.

3.3.12 After the resolution of the grievance, the IR and EE Specialist shall follow up to ensure that any agreements reached have been adhered to and, in addition, shall ensure that the working relationship has not deteriorated further and that no victimisation of the aggrieved party has taken place. 

Where deterioration of the relationship has occurred, the IR and EE Specialist will explore alternative work arrangements. Should there be a feasible alternative, the relevant parties will be approached with this option. 

Where there is an allegation of victimisation, the IR and EE Specialist shall investigate this claim and if relevant, proceed with action under the Disciplinary Code of the University.

3.3.13 Note that any documentation relating to grievances sent to the IR and EE Specialist will not be placed on any individual’s personnel file but rather in a departmental file held by the IR and EE Specialist . The documentation in this file will be destroyed after 12 months. 

4 Level three reporting
Individuals have one of two options at this level: 
(i) to use a Committee, 
OR 
(ii) to go to mediation,

Once the individual has made a decision and embarked on one of these options, the other option is no longer available to them. Should the individual be unhappy with the outcome of the resolution of Level three (irrespective of which option is chosen), the person now has the choice of moving to Level 4.
4.1 Committee: option 1

If the problem is not resolved within the agreed period of the grievance being brought to the attention of the second level of reporting, or where the member of staff is not satisfied with the outcome of the resolution process, the member of staff may ask that a Committee is convened to resolve the grievance. 

The Committee shall run along the following principles:

4.1.1 There shall be two standing Grievance Committees, convened for the particular purpose of hearing grievances, one to deal with the grievances of academics and one to deal with the grievances of support staff. The composition of these Committees shall be as follows:

Table 4: Composition of Grievance Committees

	Academic
	Support Staff

	Individual from the Faculty of Law with  experience in investigating and/or mediating
	Individual from the Faculty of Law with experience in investigating and/or mediating

	Representative of the Deans (excluding the Dean who has already heard the matter as per Level 2 reporting)
	Head of the Counselling Centre or his/her designate

	1 Head of an academic Department within the Faculty of the aggrieved party
	Member of Senior Management (excluding the Head of Division/Dean who has already heard the matter)

	1 Senior academic within the Faculty of the aggrieved party
	1 Middle level manager (grade 12-13) within the Division/Faculty of the aggrieved

	An office bearer of NTEU 
	2 individuals at same level in organisation as the aggrieved party

	Director of Human Resources who shall not have a vote
	An office bearer of NEHAWU or  NTESU

	
	IR and EE Specialist who shall not have a vote


In the case of an academic member of staff who is also a Warden, the following shall apply:
· If the person is laying a grievance against someone in their role as an academic, then the Academic Committee shall be used; and 
· If the person is laying a grievance against someone in their role as a Warden, then the Support Staff Committee shall be used.

4.1.2 The members on the Committee shall be appointed by the HR Division with due consideration to the diversity of the Committee (in terms of race, gender, age, seniority etc) and the need to ensure fairness to both parties. The parties to the grievance shall be consulted with the objective of ensuring the impartiality of the Committee.

4.1.3 The Chairperson of the Committee shall be appointed from amongst the Committee members.  The Chairperson shall have a vote.

4.1.4 The IR and EE Specialist will organise this meeting and in the case of a Committee for support staff grievances will brief the Committee in its responsibilities and the process to be followed including the decision-making process. In the case of a Committee for academic staff grievances, the Director (Human Resources) shall conduct the briefing. 
4.1.5 After hearing both parties and considering any documentation, the Committee shall determine the outcome, supported by at least the majority of the Committee in as brief a time as due diligence allows.

4.1.6 The following may be in attendance at a meeting of the Committee:

(i) The aggrieved member of staff, or where a group of staff members is concerned, a maximum of three (3) elected representatives of the group; 

(ii) The party against whom the grievance has been lodged; and
(iii) As per point 3.3.8 both parties may elect to choose an employee or a union representative to attend any of the grievance meetings at any level of reporting and at any stage of this procedure. Their role is to ensure that the process is fair, not to present the grievance or to defend the employee. Such a union representative and employee is in addition to the Union person already on the Committee. 
OR

4.2 Mediation: option 2 
If the problem is not resolved within the agreed period of the grievance being brought to the attention of the second level of reporting, or where the aggrieved member of staff is not satisfied with the outcome of the formal resolution process, the member of staff may ask for a mediator
 to be appointed.
4.2.1 Mediation will be pursued only where both parties agree on the mediator to be appointed. If parties are unable to achieve agreement, then the aggrieved party may use the Committee system or proceed to Level 4.

4.2.2 Reasonable costs of mediation shall be borne by the University in an attempt to facilitate the resolution of the grievance. 

5. Level four reporting
Should the grievance be so serious that it was not possible to resolve at the lower levels of the grievance procedure, then the aggrieved party has the right to ask that the grievance proceed to the fourth level of reporting. 
At this level, the Vice-Chancellor or Deputy Vice Chancellor  are involved in attempting to resolve the grievance. The choice of whether the Vice-Chancellor or the Deputy Vice Chancellor  shall be involved is the decision of the Vice-Chancellor.
6.
Processes external to the University

If the grievance remains unresolved the parties may pursue any other lawful course of action. 

7.
Disciplinary Effect
The University will not proceed with disciplinary action simply because the aggrieved party demands this as part of the settlement of the resolution. The decision to proceed with disciplinary action is at the sole discretion of the Director (Human Resources). 
If through the reporting of a grievance, it appears that Level 2 and/or Level 3 misconduct (as defined by the Disciplinary Code and Procedures of the University) has been committed, the Director (Human Resources) will proceed with an investigation. 
The staff member’s conduct within the grievance procedure may be used as a mitigating or aggravating factor within any subsequent disciplinary procedure. 

8.
Approval

This document is a result of negotiations between management and the unions, NEHAWU and NTEU 
This document was signed off by Rhodes University Management, Chairperson of NTESU and the full-time Shop-steward of NEHAWU on the 22nd of June 2007 and it was agreed that the procedure would be implemented with immediate effect.

HR Director: 22nd of June 2007
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STAFF GRIEVANCE FORM 

	Staff member’s Details: 

	Title
	
	Surname
	
	First names
	

	Staff number
	
	Department/Division
	

	Job Title:
	
	e-mail


	

	Work telephone no
	
	Cellphone no
	

	Details of grievance

	Date on which latest incident happened
	
	Grievance against which person/s
	

	Nature of grievance (describe latest incident).

Please note where the latest incident reflects a pattern of incidents in the past and the complainant wishes to include this information, this should also be provided here.
	

	Desired settlement.
	

	Date of form  submitted to HoD/line manager or if grievance against HoD/line manager, then to next reporting line 
	
	Signature of complainant
	


	Stage 1 resolution

	Name of person handling grievance
	
	Designation
	

	Date of first meeting (ideally within 7 working days of complaint documentation having been received)
	

	Discussion details
	

	Resolution/outcome
	

	Signature of person handling grievance
	
	Date of completion of this documentation
	

	Complainant Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for continued dissatisfaction (to be completed by the complainant or as told to the person handling the grievance)
	

	Other Party Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for continued dissatisfaction 


	

	I wish this matter to be referred to the next stage
	YES
	NO

	Copies to go to 


	HR Generalist
	Staff member laying complaint
	Other party
	HoD

	Date received by the HR Generalist
	
	Name of HR generalist 
	

	Signature of HR Generalist 
	

	

	Stage 2 Resolution 

	Name of person handling grievance

Designation

Date of first meeting (ideally within 10 working days of complaint documentation having been received)

Discussion details
Resolution/outcome

Signature of person handling grievance

Date of completion of this documentation

Complainant Response

I am satisfied with the outcome of this grievance

I am NOT satisfied with the outcome of this grievance

Reasons for continued dissatisfaction (to be completed by the complainant or as told to the person handling the grievance)

I wish this matter to be referred to the next stage
YES
NO
Other Party Response
I am satisfied with the outcome of this grievance

I am NOT satisfied with the outcome of this grievance

Reasons for dissatisfaction 

Copies to go to 

HR Generalist

Staff member laying complaint

Other party

HoD

Date received by the HR Generalist

Name of HR generalist 

Signature of HR generalist



	Stage 3 Resolution

	Name of person handling grievance
	
	Designation
	

	Date of first meeting (ideally within 10 working days of complaint documentation having been received)
	

	Discussion details
	

	Resolution/outcome
	

	Signature of person handling grievance
	
	Date of completion of this documentation
	

	Complainant Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for continued dissatisfaction (to be completed by the complainant or as told to the person handling the grievance)
	

	I wish this matter to be referred to the next stage
	YES
	NO

	I wish to use the following mechanisms
	Committee
	Independent mediator

	Other Party Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for dissatisfaction 
	

	Copies to go to 


	HR Generalist
	Staff member laying complaint
	Other party
	HoD

	Date received by the HR Generalist
	
	Name of HR generalist 
	

	Signature of HR generalist
	


	Stage 4 Resolution

	Committee
	
	Mediator
	
	If mediator, name of person
	

	Date of first meeting (ideally within 10 working days of complaint documentation having been received)
	

	Discussion details
	

	Resolution/outcome
	

	Signature of person handling grievance
	
	Date of completion of this documentation
	

	Complainant Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for continued dissatisfaction (to be completed by the complainant or as told to the person handling the grievance)
	

	I wish this matter to be referred to the next stage
	YES
	NO

	Other Party Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for dissatisfaction


	

	Copies to go to
	IR+EE Specialist
	Staff member laying complaint
	Other party
	HoD

	Date received by the IR&EE Specialist
	
	Signature of IR&EE Specialist 
	


	Stage 5 Resolution

	Name of person handling grievance
	
	Designation
	

	Date of first meeting (ideally within 10 working days of complaint documentation having been received)
	

	Discussion details
	

	Resolution/outcome
	

	Signature of person handling grievance
	
	Date of completion of this documentation
	

	Complainant Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for continued dissatisfaction (to be completed by the complainant or as told to the person handling the grievance)
	

	Please note that there are no longer any internal mechanisms for resolution. Should the complainant wish to take this further, processes external to the University would need to be used.

	Other Party Response

	I am satisfied with the outcome of this grievance
	
	I am NOT satisfied with the outcome of this grievance
	

	Reasons for dissatisfaction
	

	Copies to go to
	IR+EE Specialist
	Staff member laying complaint
	Other party
	HoD

	Date received by the IR&EE Specialist 
	
	Signature of IR&EE Specialist  
	








� In Divisions, different reporting levels may result in staff first approaching their supervisor (option a) before the Section Head or Manager (option b).


� Where a grievance has not yet been heard by the Head of Division, this must take place before the grievance is taken outside of the Division. 


� Legitimate reasons would include the individual not being at work due to a planned holiday, or travelling due to work etc. 


A supervisor merely being busy with other work is not regarded as a legitimate reason.


� Obtainable from the IR and EE Specialist in the Human Resources Division or from the Rhodes University website HR Division section.  


� Although mediation as a process is likely to have taken place in other phases of the grievance procedure, this option provides for a trained mediator outside of the department/division but from within the University to be involved.
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