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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 his/ her/ their working 

situation, or the application of conditions of employment and circumstances in the 

workplace. 

 

2. General Principles  

 

2.1 This procedure has been drawn up to establish the appropriate steps to be 

followed when pursuing and dealing with a grievance and applies to all 

members of staff of the University, regardless of whether they are permanent 

or contracted. 

 

2.2 This procedure shall apply to grievances by members of staff concerning their 

employment in relation to matters affecting themselves as individuals or their 

personal dealings or relationships with other members of staff of the University. 

 

2.3 This grievance procedure cannot be used to address any disputes which may 

arise between the University and any trade union recognised by the University, 

nor may this procedure be used to negotiate changes in collective terms and 

conditions of employment. Furthermore, the grievance procedure may not be 

used to challenge a sanction/s imposed in terms of the Staff Disciplinary Code 

and Procedure. 

 

2.4 The grievance procedure acknowledges that there shall be no victimisation of 

any staff member who raises a grievance. 

 

2.5 Any steps under this procedure shall be taken promptly unless there is a good 

reason for delay. Any time limits in this procedure may be extended if it is 

reasonable to do so. 

 

2.6 It is the aim of this procedure to resolve matters at the earliest practicable date 

and at the earliest stage possible. 
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3. Representation  

Although an employee only has a right of representation at the formal stages of 

the grievance procedure, it is recognised that the assistance of an internally 

recognized trade union representative or a fellow employee of the university can 

be helpful in achieving a solution to an employee’s grievance.  Accordingly, 

representation shall be allowed at all stages, including the informal stages. 

However, legal representation is not permitted at any stage of the Grievance 

Procedure. 

 

4.  Stage 1 

4.1  Informal resolution 

4.1.1  The University is committed to ensuring that differences and difficulties can be 

resolved amicably through open communication. Therefore, it is anticipated that                          

whenever possible before the formal grievance procedure is sought, reasonable 

effort will be made by all parties to resolve grievances informally at the earliest 

opportunity/ stage. 

 

4.1.2  An aggrieved member of staff or his/her representative must within three (3) days 

or within a reasonable time after the incident that gave rise to the grievance, raised 

the grievance informally with his/ her line manager.  

 

4.1.3 If the line manager is the other party to the grievance, then the aggrieved member 

of staff or their representative should raise the issue informally with the next most 

senior level of management. 

4.1.4 But, if the grievance cannot be resolved informally within seven (7) working days 

from it being raised or if informal discussions are inappropriate, or the grievance is 

too serious to be resolved informally the aggrieved member of staff should follow 

the formal grievance procedure set out below. However, all parties will be expected 

to show that they have made every reasonable effort/ attempt to achieve a 

satisfactory solution to the issue. 

5. Stage 2  

5.1 Formal resolution 

5.1.1 Where a grievance has already been dealt with informally and no solution has been 

found, and/ or the staff member believes it has not been resolved, a formal 

grievance should be raised within three (3) working days of receiving the outcome 

on the informal stage. 
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5.2 Initiating the formal procedure 

5.2.1 If the aggrieved member of staff wishes to raise a formal grievance he or she 

should complete the grievance form and submit it to his or her line manager within 

three (3) working days. The grievance form should indicate a description of the 

grounds of the grievance, including any relevant facts, dates, the names of 

individuals involved and the desired outcome. 

5.2.2 The grievance form is available at the Employee Relations Department in the 

Human Resources Division and may also be accessed from the Rhodes University 

website HR Division section.   

5.2.3 In some cases it may be inappropriate for the aggrieved member of staff to raise 

his or her grievance with the line manager, for example if the grievance relates to 

the conduct of the line manager. In such cases, the member of staff should refer 

his or her grievance to the next most senior level of management. 

6. The grievance meeting 

6.1 The parties shall be invited to attend a formal grievance meeting, which will 

normally take place within seven (7) working days of receipt of the grievance form 

by the relevant line manager in the grievance form. It may however be necessary 

to extend this time limit, for example, if the responsible person needs to carry out 

investigation prior to the grievance meeting. 

6.2  At this meeting, the employee may be accompanied by a fellow employee of the 

university, or an internally recognized trade union representative and the relevant 

line manager may be accompanied by an HR representative.  In some cases, it 

may be necessary to adjourn the meeting to allow for an investigation of the issues 

to take place, which may include hearing from witnesses. 

 

6.3.1  Where a member of staff has lodged a grievance, the Employee Relations and 

Employment Equity Specialist will monitor the process to ensure that the resolution 

of the grievance takes place according to this procedure.  

 

6.4  The procedure to be followed at the grievance meeting shall be at the discretion of 

the relevant line manager. However, it shall include:  

a) an opportunity for the staff member who raised the grievance to 

make representations, to question any witnesses (through the 

relevant line manager) and to discuss any documentation relied 

upon in support of the grievance; 
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b) the relevant line manager having an opportunity to ask questions of 

the member of staff about the grievance; and  

 

c) where appropriate, an opportunity for the relevant line manager to 

question any witnesses.  

 

6.5   The ER and EE Specialist may be called on for assistance to advise on the       

procedure or where necessary, in conjunction with the relevant line manager, 

resolve the grievance. Nevertheless, the resolution of the problem remains the 

responsibility of the relevant line management. 

 

6.6. After the grievance meeting the relevant line manager considering the grievance 

will conduct any such further investigations as may be appropriate, and may hold 

such further grievance meetings with the member of staff as are appropriate.  

7.  Attendance at the grievance meeting 

The member of staff must take all reasonable steps to attend any grievance 

meeting(s) arranged under this grievance procedure and/or any adjournment or 

postponement of such meeting(s). If the member of staff or the member of staff’s 

chosen representative cannot attend at the time specified for a meeting, the 

member of staff must inform the relevant line manager within three (3) days prior 

to the meeting. 

8. Confirmation of the Outcome of the Grievance 

8.1 After the grievance meeting, or, if there is more than one grievance meeting, after 

the final grievance meeting, the relevant line manager provide his/ her written 

decision in writing to the parties involved within seven (7) working days, unless 

there are compelling reasons which require further deliberations. 

8.2 After the outcome has been pronounced, the ER and EE Specialist shall follow up 

to ensure that the outcome is adhered to including any agreements reached.  

 

8.4 The record of the grievance and all documents shall be kept by the Employee 

Relations Department.  

 

9. Confidentiality 

 

All information associated with grievance proceedings shall be treated in the 

strictest confidence by all parties involved to the extent that it does not violate any 

law. 
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10. Processes external to the University 

 

If the grievance remains unresolved the parties may pursue any other lawful 

course of action.  

 

11. Disciplinary Effect 

 

11.1  The University will not proceed with disciplinary action simply because the 

aggrieved member of staff demands this as part of the settlement of the resolution. 

The procedure for instituting disciplinary action is provided for in terms of the Staff 

Disciplinary Code and Procedure.  

 

11.2 If through the reporting of a grievance, it appears that Level 2 and/or Level 3 

misconduct (as defined by the Disciplinary Procedures of the University) has been 

committed, the Director: Human Resources will proceed with an investigation, as 

provided for in terms of the Staff Disciplinary Code and Procedure. 
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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). 
 
 

 

Desired settlement. 
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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 Informal  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 

 

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) 

 

 

 

 

Signature of complainant  

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

Stage 2 Formal  Resolution  
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Name of person handling 

grievance 
 Designation  

Date of 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  

Signature of complainant    

Reasons for continued dissatisfaction (to be 

completed by the complainant or as told to the 

person handling the grievance) 

 

 

 

 

IF THE GRIEVANCE REMAINS UNRESOLVED THE PARTY MAY PURSUE ANY OTHER LAWFUL 

COURSE OF ACTION AFTER THIS STAGE. 
 

 


