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SOP6185
Fair Treatment Flowchart


Has direct discussion occurred between the two parties?





Record outcome and file in personnel file.





Is outcome satisfactory to the Complainant?





Formalise complaint in writing to Manager.





Manager takes formal statement from complainant who may have support person.





Allegations put to respondent by Manager and response sought. Respondent may have support person.





 Manager carries out an investigation of the complaint.





Evidence is considered and further interviews may be required.





Determination of the complaint is made by the appropriate Manager and communicated to the complainant and the respondent.





Appropriate course of action is initiated (which may include termination).





No





No





Yes





Yes





Evidence is gathered and assembled.





Carry out direct discussion with parties involved.





Is there justification for standing down the respondent?





Yes





No





Carry on working pending results of investigation.





Stand down respondent pending results of the investigation.





Is the complainant satisfied that the result is fair?





Yes





No





Escalate complaint to next level Manager and repeat process.





Record outcome and file in personnel file.





Notify HR Dept





Complaint received by Manager. May be an informal or formal complaint.
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