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This isa concern, problem or complaint that an
employee may radse with their emplover.

A person or stafl member who has rised o
eancern of feels 1o have been aggrieved or
trjured

Refers to an employee who has radsed o
Erievince.

Available body of facts that substantiste one's
complamt which may include witnesses’
statements, documents, authos and
Pliotegragls.

A party agmnat whom a grievance i filed

A staff member from the admenistration from
the posaton of KU 5 and above.

An demic membser of stafl from the position
of Senior Lecturer and above,



1. INTRODUCTION SCOPE OF THE PROCEDURES

The University is committed to promoting .and maintaining a working
environment where grievances can be discussed openly and respectfully
between employees and emplover or supervisors and which encourages
stall to Taise grievances as soon as they arise, These procedures set out
the University’s approach to resohing such grevances which inevitably
arise from tme to time within the workplace, The purpose of the gricvance
procedure is to address matters within the workplace that are of concern
to indwidual members of mafl in order to promote & positive nnd
constructive working environment and working relationships. A grievance
may be related to any aspect of employment relationahip including working
practices, phynical working environment, terms and conditions, health
and safoty, working refationships or general treatment ot work

2, SCOPFE

The procedures shall apply ta all KUHeS stafl. Stafl may raise gnevances
a8 an individual or collectively un a group. Gnievanoes covered under other
University policies ahall be resolved by following procedures outhned in
those policies,
3. OBJECTIVES
The nlgacmmatmaupnctdm are:

i Toensure a fair and equitable treatment of szadl;

b. To ensure that the grievances are dealt with fairly, conastently and
expeditiou sly;

. To articulste clearly the procedures which shall be followed in
seeking remedy 10 a grievance,

d. To ensure conducive working environment.

4. GENERAL GUIDING PRINCIPLES



The followang principles will apply to the appheation of this procedure,
where procedures and circumsiances allow an oppestunity for informal
reselution, this should be considered at an early a stage as possible, This
will reguire the wilingness of those mvelved but should be considered
before maoving to the formal procedure.

.

b,

d.

Right to raise a griovance: Every stall member has a right to raise
Ericvances as o0 as they eccur,

Right to be accompanied: The camplainant and the respondent,
has the nght &t each {ormal stage of the procedure o be
accompanied by and or represenied by either a KUHeS Stafl Unian
representative of a fellow employes, provided that the employes is
not @ legal practitioner,

Timeliness: All grievances must be raised within 6 months following
the complamani s realisation of the issue giving rise to the gnevance.
All reported grievances shall be resolved within the time scales
stipulated within these procedures,

Right to provide evidence: Both the complainant and the
respandent may produce evidence mn relation to grsvance.

Reapect for witness rights: Witnesses that have been named shall
have the right to decide whether to provide evidence ar not.
Intimidaiion, coercon or harassment of wiinesses shall not be
tolerated and such behavior shall lead to disciplinary sction being
taken.

Conflict of Interest: Individuals who are involved in the procedure
must ensure that any involvement they have which may cause a
conflict of interest are disclosed to the investigating officer or hearing
olficer ar the earliest opportunity so they may be managed
uppropriately as presenbed in the Conllict of Interest Policy,



& Abuse of grievance procedures: The University s not umder
obligation to investigate [dvolous, vexatious, or malicious
complants or complaints previously dealt with or to enter further
correspondences if a reasonable response had been provided.

Disciplinary  action shall be taken #gainst an employee who
repeatedly  submuis grievances which are conaidered by the
University to be frivolous or vexatious.

h. Capacity Building: The University will ensure that appropriate
capacity building i provided to stall members who may be called
upan tn hear grievances.

i. Confidentinlity: All members of the Grievance Commuittes and those
assigned for record keeping, as well os any stafl member questioned
in relation to an issue @t hand, are bound by the duty of
confidentiality at all times and held in confidence all documentation
and information exchanged in the process The emploves, his
representative, any respondent andfor witnesses should not discuss
the_grievance, investigation contenis of their statements with any
other emplovees or third parties sutside the gnevance procesa. Any
breach of this requirement will be considered a serious matter to be
adidressed under the disciplinary procesa.

J- Objectivity: Each complamnt should be approached with an open
mind and the facts and contentions tn support of a complaint should
e weighed objectively.

k. Procedural Fairness: The Complainant and the respondent ahall be
given an opporiunity to comment on opposing information during
the process of handling the complaint [ grievance.

L Good Faith: Deliberations between parties shall be in good {aith.

5. ROLES AND RESPONSIBILITIES



. The Viee Chancellor shall be r ble for this impl ation of
this procedure i the university .

b, The Registrar shall be responsible for ensuring the complinnee and
implementation of thin Procedure and for the regular review of the
Palicy.

c. The Registrar shall also be responsible for reviewing the compliance
information that the Human Resources Divisdon is required 1o
feport,

d. Supervisars shall be responsable far:

L. Making amempts to resolve all issues that arise in or are
connected o the workplace, initially by informal resolution.

0. Directing employees (o the correct procedure for ther plaint

. Conducting therough investigations into the gricvance.
. The decisions and ¢ dl thar they make.

o
g

v. Ensuring that the r dations  are |(mph
conclusion of the process.
r_ﬂw-ﬂﬂdpunylhaﬂmpmnmnpnﬁhh-nhmlhz
prescribed period of 6 months and 1n an honest manner,
I. Respondent [University shall ensure that they nct on the gricvance
roporicd.
£ The Human Resources Division shall be respanmble for advising
complainants, supervisars and relevant commitiees on the following
AIers
1. The applicable procedure and compliance with it;
. Whether any further enquiries may be necessary/ useful;
i The structure of the report{s];



.  The remedieafrecommendations that may be availabie;
v. Interpretation and application of grievance procedure.
W, Whether the proposed outcome in reasonable in all of the

CHCUMMISTMRCTS,

. The Humaon Hesourees Division shall be required 1o report, to the
Regstrar, any situation i which procedural timescales are not
complied with [along with any relevant {actors] so that compliance
can be mardloned,

&, INDIVIDUAL GRIEVANCE HANDLING
The University shall provide for informal and formal procedures when
handling individual grievances.

6.1 Informal Procedure

A It i the intention of the Univeraity that grievances should be
resalved quickly, mformally and as close as possible to the polnt aof
OCCUETTncE.

b, An aggrieved employvee should raise any concernms of issues
informally with their immediate Supervisor) Head of section.

. Ifthe matter is against the immediate supervisor, it shoukd be raised
with that person’s immediate supervisor who will ssek 1o resolve the
matter ||'Lfl:q‘ma].ly s approprute.

d. If an employee 18 not sure who to present a grievance to, he may
approach the Human Resources office which shall guide the
employee where to take the grievance to.

& A supervisor shall resolve o grievance at this level within 5 worlang
days from the dale the grievance is presented before him.



I, The aggrieved employes ahall ot be represented n any form by a
colleague, Trade Union, Stalf Association or Legal Counsel ai this
bevel,

£ The supervisor shall document a record of the gnevance by filling
Grievance Handling Form | specilying the following: [Date of the
compliint, summary natare of the grievance and the outcame or
resotutionis) made. The concermned employer: shall counter sign the
Grievance Form 1. Copies of the gnovance record shall be served to
the emploves and submitted ro the Human Resources Division for
filing,

h. Where the matter remains unresolved, the aggrieved employee may
escalate the grievance formally to the higher level of management.

6.2 Formal Stage 1 (&)

a. Where an employer is not satisfied with the resolution of the
miformal stage, he may raise a formal grievance to the supervisor o

b The formal presentation should be in writing by completing
Grievance Form 1I, specidying the date the gricvance was radsed,
details of the grievance and the remedy sought.

© The supernsor shall endeavour to resolve the grievance. prompaly,
objectively and farly,

d. A supervisor shall resalve & gricvance ot this level within 5 working
days fram the date the grievance is presented before him.

# The supervisor shall document, in Grevanee Form 11, the detuls af
the grievance apecifying the date received, detads of the grievance
and the sutcome.



I, The concerned emploves shall counter sign the Goevance Form [,
Copies of the gricvance recosd shildl be served to the employee and
submitied w the Human Hesources Diviston for filing.

6.3 Formal Stage 1 (B}

. Where the meﬂmpﬂw&--num&dﬁm the decimon made
m Stage 1 (A} above, he may raise a formal gricvance (Girevance
Form 11f) o the Vice Ch Ilor in writing stating the date, detiils of
the grievance and aftaching supporting evidence where necesaary.

b, The Vice Chancellor, shall eonstitute a Orievanee Haondling
Committes whose composition shall b an follows:

L One (1) Professor; who shall seree as Chalrperson of the
Commtiee;

i Ome (1) Execunve Dean from a different Schoal whene the
isELE Oripnabes;

i Two (2 Sentor Acsdemic members of Staff;

iv. One Senior Administrative Stafl;

v. One (1) representanve from a recognised KUHeS Sl Union/
Amsociation;

vi. Saleguarding Oficer;

vii, Assistant Registrar (Human Respurces] or his representative,
whao ahall serve as secretary of the Commitiee.

e Two thizds of the membership present, shall constitute a quorum
provided one of the members present is the Chairperson.

. The Committes shall:
L Asseas the grievance 1o determine, the method of resolving it
i Investgate the detndls and facts of the grievance;



i Call all parves o o meetng of the Goevance Handhng
Commitiee;

. Make a resolution of the grievance based on the [acts
presented before i, within 15 working days from the date the
matter wis presentod (o the Committee:

v, Document the grievance in the Grevance Handling Form [
specifiying the nature of the grievance, action tiken and
decinion|s] taken. This form shall be counter signed by the
concerned employes;

vi.  Communicate the resolit:on to the concerned emplayee with
copies to the employee’s personal file,

e The Committes shall have the discretion to choose 4 method 1o

resolve the grievance which may include, bul not kmited 1o,
mediation of pegoliation.

f. Employees shall have the right to be accompanied andfor
rept ed by a recognised Trade Unton or Staff Association official
who is not a member of the Committee, shall provide support
through presence, consulting and/or presentation of the maticrs

during the Grievance Committee Meeting.
6.4 Formal Stage 2 (A)

A, Where an employees in not satisfied with the resclutions of the
Grievance Handling Committes, he may raise o formal grievance to
the Grievance and Dispute Handling Commitiee of Councl
[Grievance Form 1],

6.5 Farmal Stage 2 (B)

A Where ant einpleyes (4 not satsfied wilk the resolutions of the
Grievance and Dispute Handling Committee of Councdl, he may
submit an appeal 1o the Appeals Committee of Council (Grievance
Form {V).



b, Maners of appeal shall be on:

i

i

i

o TheC

.

i

vl

Procedural Errer or;

Outcame or recommendation that are unreasonable and
mgnificantly out of line with issues being conadened or;

New available information which should have been reasonahbly
provided when the orginal sutcome was decided.

shiall comp the 1 ing members:
One retired Judge of the High Court who shall serve as a
Chairperson of the Appeals Committee,
Two Professars who were not part of the ongnal decision; one
shall be female,
Ome Executive Dean who was not invalved in the matter being
appeated.
One Head of Admunmstration Directorate who was sot part of
the d being appealed agunst;
Cme sudent represeniative who s not i the Student
Representative Councl, if matters concern atudenis or one
Mmmberrepemlnﬂwuh&i;m an Executive member
of the Stalf Union, if matters concern a stafl member.
Fegistrar shall serve as secretary of the Appeals Comminee.

A When the appainied Chadrperson s not avadable for other reason,
the committee shall nominate one of the Professors to chair the
merting:

e Where the Crievanes Committes of Council sees fit, it ahall call the
concerned  parties, Otherwise, the Committee shall une the
documents presented to it (o decide on the matter;



1. The Grievance Committes of Council shall make a resolution of the
grievance based on the facts presented before it withinl5 working
days from the date the matter was presented to it

E The Committes shall decument the appeal details and communicate
the decision foutcome to the concerned employee with copies ta s
personal file or recognised Trade Union.

h. Where an individual employee |s dissatisfied with the decision of the
Grevance Committes of Counsil he may seel lurther redress wath
the Indusirial Relations Court or High Court as the case may be.

& An employee wishing to withdraw a formal gnevance may do so in
writing to the Registrar at any point.
i Any grievance that has been formerly withdrawn at any level,
cannot be brought back for hearing again.

7. COLLECTIVE GRIEVANCE RESOLUTION
i The University shall strive to resolve grievances prompily and fairly.
b. In resoling employes collective grievances, the Univerwty shall
engage mediators agreed upon by all parties to the gnevance,
T.1 Process
a. The aggrieved party shall raise a gnevance [Grievance Form VIj w
the Viee Chancellor who shall endeavour (o resolve the matter within

15 warking days.

b Where the aggneved party ts still ynsanisfied with the resalution by
the Vice Chancellor, he may ralse the grievance to the Grievance and
Dispute Handling Committes of Council through form Vil

. Where the aggrieved party is still unsatisfied with the resofution by
the Grievance and Dispute Handling Committee of Counci, the
matter shall be referred to Council [Grievance Form VI, and the
Parties to the grievance, shall be icated ac ghy.




d. Where a matter is taken o the Councl for resolution using Form
Vill, Council shall institute its appeals committee which shall
endeavour to resolve the gricvance.

e. The Appeals Commities of Council shall resolve the matter withan
15 working days {rom the date the matter is presented before it

f. Where o party to the gricvance is still u infied with the lution
of the Appeals Commitice, the party may commence the utiliaation
af di.lpute settlement Fwi.:'mna in the Labour Relations Act,

8. RECORDS
. The Regiastrar shall ensure that the following minimal sct of reconds
o kept for matters attended by the Grievance Comminess:
L Formslm WVl
. All Supporting decuments of other evidenoe presented af each
level
i, Grievance files of the grievance
b The Human Resources Division shall be the responsibile wmt that
ensures the fiing and safekeepang of adl the records pertaining 1o
grievance [,
. The formal grievance file shall be made available at cach stage of the
procesa,
9. PROCESS FLOW DIAGRAMS

The pr described in chag 6 and T above are visually depicted
through the process low dingrams below;

1



9.1 Stage 1 - Informal Procedure Process Flow Disgram for Individual Grievance Handling
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9.2 Formal Stage 1 [A] - Process Flow Diagram for Individizal Orievance Handling
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9.3 Formal Stage 1 [B] - Process Flow Diagram for Individusl Grievanee Mandling




9.4 Formal Stage 2 - Process Flow Diagram for Individual Grievance Handling




| 9.3 Process Flow Disgram for Collective i Re
| Aggrieved Employ [ Grievance C of Council | HR Division




10. APPENDIXES: GRIEVANCE FORMS

The following are the forms that will be used for submitting grievances ai
different levels



10,1 APPENDIXES: EMPLOYEE GRIEVANCE REPOERT- FORM I

J" s s o
l |
A
W
—
KAMUZU UNIVERSITY pu/mesna
OF MEALTH SCIENCES
FORM I
KUHeS Forms
I EMPLOYEE GRIEVANCE REPORT FORM
PART A: to be ploted by G Ininant
Date of reporting:
Name of Grievant
D:pallnrnl:
Eanilh Waork Phone [Cell Phone:

Nature of Grievance {(If you nevd more space o oxplain your situation, please aftach a
feparate shioit of paperk




Rrlief Soapht (1f you nevd moee space to explain your situation, please attach a separate
et o paper)

PART B: io ba d by Superviser
FatewmrBesolulion:
Response Accepted (ssue
rumalvedlk: Yeu| | No Rejected (Refer to Formal

Seage LAk Yes| |No
Request for s meeting: || Yes [ [No 1 yes, mecting date scheduled:

Complainani’s Signatune: Dlate:




10.2 APPENDIXES: EMPLOYEE GRIEVANCE REPORT - FORM 1I

3]

KAMUZU UNIVERSITY

PM/M6D2
OF HEALTH SCIENCES
FORM I
KUHeS Farms

| EMPLOYEE GRIEVANCE REPORT FORM |
_PART A: 1o be compieted by Comp

Dabe:

Name of Complainani:

Department:

Email: Work Fhone Cell Fhane:

Date when the grievancs was made:

peature of Geovance (1 you need maore space bo explain vous situstion, plesse attach &
heparate sheet of papen




Beliel Sompht (1f you need more space lo explain your situation, please attach a separate
kheet of paper)

_PART B to bs
hute uthoa:
PART C: Agr t/disag t with the resolution
Ilhpmleﬂrn'p'bed[hum
resolved); Bvﬁlamnmm {Refer 1o Formal
Stage 1Bk Yes || Mo

Request for imh;D Yes[ | Ne Ui yes, mecting date scheduled:

Complainani’s Signatune Dhabes

Supervisor's Signatuse Drabes

i |



10.3 APPENDIXES: EMFLOYEE GRIEVANCE REPORT FORM
SUBMISSION TO GRIEVANCE COMMITTEE - FORM III

KAMUZU UNIVERSITY FM/M.6D.3

OF HEALTH SCIENCES

FORM Il
KUHeS Forms
EMPLOYEE GRIEVANCE REPORT FORM SUBMISSION TO GRIEVANCE
COMMIITTEE

PART A: To be npleted by C. lainant
Doate of reporting:

Name of Complainant:

Erepartment:

Work Phane f::n Phane:

Mature of Grievance (I you need mote space o explain your sibsalion, please altach a
peparate shoeetl of papen

e



documents and
forms 1 and 11

Complainant’s Signahure: Diate Sub
Vies Chancellor's office

Sigs Dhate received:
CC: Complainant

View Chaneellar

3




10.4 APPENDIXES: EMPLOYEE GRIEVANCE REPORT FORM
SUBMISSION TO GRIEVANCE COMMITTEE - FORM IV

A4

KAMUZU UNIVERSITY T

OF HEALTH SCIENCES

KUHe3 Forms

EMPLOYEE GRIEVANCE REPORT FORM SUBMISSION
TO THE VICE CHANCELLOR

£ &

PART A: To be completed by C
Date of reporting
Name of Complainant:

Department:
Email Work Phone k'r]l Phone

Mature of Grievance (1 you need more space o explain yous sitwation, please attach a
peparate sheet of paper:




Attach supparting documents and
forms I, 11 sad 11

Camplainani’s Signature Date Submitted:

Vice Chancellor's office

Signatune: Date received:




10.5 AFPENDIXES: EMPLOYEE GRIEVANCE REPORT FORM
SUBMISSION TO APPEALS COMMITTEE - FORM V

KAMUZU UNIVERSITY

FM/M.6D.5
OF MEALTH BCHENCES

FORM V
COLLECTIVE GRIEVANCE REPORT FORM TO APPEALS COMMITTEE

This form 15 1o be used for gnevance and disputes from organized labour, The
Trade Union fStall Association/ Joeint Consuliative Council launching a grievance
is advised to familinnze jts members with the Gnevance Handling Procedures.

SECTION A: FARTICULARS OF AGRIEVED PARTY

1. Name of
Union /5
tadl
Associafi
on

Name &
Poskthon
af
Hepreas
ntative

3, Trade

Union
Hegistran
wan

il




Number

SECTION B: GRIEVANCE SUBMISSION

5. Grievance description [If you need more space 1o explain your grievance,
pleases attnch 4 separate paper):

7. Have you reported the same gricvance 1o any ather instiiution? I yes,
please specify and attach documentary evidence




Signature [Representative)

10, Receipt

SECTION C: OUTCOME RESOLUTION
Te be completed by the Vice Chancellor,

1L  Action
Taken &
Decisi
{8} made

SIEMALUTE oo connininnniioniians Renclution dates ..o

12 Acknowledpement

(Name of rep ative) ngree that
the contents of this Grievance Form V is a true reflection of the process
and declslonfs) of the grl e




SECTION D:

DISTRIBUTION OF COPIES

For HR office only [Check appropriatcly)

Copy 1

File

Date

Copy 2

Trade Union / Represcntative

Date




10.6 AFPENDIXES: EMPLOYEE GRIEVANCE REPORT FORM
SUBMISSION TO APPEALS COMMITTEE - FORM VI

\ 4

KAMUZU UNIVERSITY e

©OF HEALTH SCIENCES

KUHe5 Forms

EMPLOYEE GRIEVANCE REPORT FORM: APPEAL TO COUNCIL

PART A: To be completed by Complainant

13. Name of Trade
Union/Stafl
Association

14, Name &
Poszition of

Rep tative

15. Trade Union

Registration
Number (where
applicabls)

16. Contacts

Cell: E-mail:




PART B: Union Rep i repr

A srparate paper]:

1. Appeal description (I you need more space to sxplain your grievance, please attach

2. State initiatives done to try to resolve the grievance.

3. List of documents attached in supp of the gr
4. Submitted
to [Vice Name
Chancellor's
Office] | Deal Ao B 1o samsss s s sastans
Date.

-

Attach supporting documents and form V




Vigw Chancellar



