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Staff Complaints about Staff Process DRAFT

[ Informal Self Resolution ]

[ Informal Resolution with Support j

Your complaint/issue has not been resolved

You have a complaint or issue about
another staff member

by direct discussion
Or you do not wish to approach the person

concerned

Or the complaint/issue is not deemed serious

enough to warrant formal process

Is self resolution/direct discussion a

-

Initial fact finding by Manager, HoD, P&C
to determine which process should be
followed in accordance with relevant Ara

possibility?

Yes

J Talk to appropriate person eg. manager, HoD,
P&C — discuss complaint

policy

Make contact with the person —arrange

-

to privately discuss matter

With appropriate person discuss/explore
informal resolution options

Is the complaint sufficiently serious to
meet threshold to justify formal process?

Meet and discuss. Try to work toward a
resolution

-

Agree on Options: Mediation, facilitated
meeting, coaching, person speaking to other
person on staff members behalf

Yes

Is the issue resolved?

-

NO
Continue with
informal resolution

YES
Continue with

w . Formal Process
One or more options actioned. options
Is issue resolved? J
ves Yes
[ No Further Action Required j

)

INFORMUS (Anonymous Reporting System)

If you wish to make an anonymous disclosure you can do so through
INFORMUS. You will be asked to complete an online form which allows Ara to
collect information about the issue/event you wish to raise. The INFORMUS
webpage contains information about the process and what happens when you
submit an anonymous report. Please refer to the INFORMUS FAQ webpage for
further information.

OCP information (link)

Ara reserves the right not to take action related to:

®  Anonymous or malicious complaints, complaints based on hearsay or if the
complainant does not provide sufficient information or does not respond
within 30 calendar days.

®  |ssues raised more than 30 calendar days after an alleged incident/problem

occurred (if raised by a member of the general public) or more than 90
calendar days (if being raised by an Ara student)

Formal Process ]

Your complaint/issue has not been resolved
or your complaint/issue is deemed more serious
or you wish to raise a formal complaint

}

Submit a written submission of complaint and give
it to appropriate person eg. manager, HoD, P&C

v

An appropriate person assigned to investigate

You and the other party will be interviewed and
will be provided with a copy of investigators
findings

You and the other party will have an opportunity to
provide a response before report is given to the
decision maker.

The respondent will have opportunity to meet with
the decision maker before final decision is made.

Final decision is made and communicated to you
and the other party. You will not be told of the
outcome in relation to the other party.
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