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HONG KONG BAPTIST UNIVERSITY

HUMAN RESOURCES POLICIES & PROCEDURES/GENERAL

Procedures for Handling Staff Grievances

Preamble

The University endeavours to maintain a harmonious working environment for staff,
which promotes understanding, support and mutual respect. To this end, the University
encourages frank and constructive dialogue between parties of different views, and prompt
resolution of conflicts and disputes before they escalate into serious grievances.

Definition and scope

2. In these procedures, “grievance” means the same as “complaint”. For the purpose of
these procedures, grievance is defined as any unresolved complaint relating to work, made by
a staff member, or group of staff members, against any staff member or group of staff
members. If the subject of the grievance is covered by a set of specifically laid down policy
and procedures [e.g. those referred to in (a) below], or by an appeal mechanism under its
respective policy and procedures [e.g. those referred to in (b) and (c) below], the grievance
should be handled in accordance with the respective policy and procedures:

(@)  Grievances relating to discrimination or harassment within the context of the
Equal Opportunities Ordinances;

(b)  Appeal against the outcome of review conducted by the University Review
Panel in respect of contract renewal/substantiation/contract
completion/promotion; and

(c)  Appeal against the decision of the Committee on Termination of Appointment.

3. A complaint lodged by a group of staff members should be specific and common to all
members of the group. The group shall appoint a representative from among its members as
a spokesman to act on its behalf for the purpose of these procedures. These procedures must
under no circumstances be used as a means of negotiating changes in the terms and
conditions of employment.

4, On receipt of a complaint, be that from an identifiable party or anonymous, the
supervisor concerned should assess in the first place the gravity of the complaint and whether
there is prima facie evidence to suggest that the information provided or the allegation(s)
made warrant further investigation and handling. An anonymous allegation will be acted on
if it is specific, presents clear indication of what is being alleged, and provides adequate
information relating to the alleged wrongdoing. The advice of the next higher level of
authority should be sought as necessary to determine if further investigation is needed or if the



complaint can be dismissed. In the course of the investigation, any staff member who is the
subject of a complaint should be allowed to respond to the complaint and to present a defence
as appropriate.

Mediation

5. At different stages of handling of the grievance/complaint, “mediation” can be initiated
either by the complainant, or the relevant authority dealing with the complaint at that stage,
and subject to the consent of both parties concerned, an independent third party (appointed
either from within or outside the University) could be invited to assist in facilitating
“mediation” as a means to resolving the grievance/complaint.

Stage 1 procedures

6. In order to foster a trusting culture and reduce misunderstanding, the University
encourages frequent and regular communication between supervisors and staff members. If
indeed a staff member has a work-related concern, he/she is encouraged to raise it with
his/her immediate supervisor in the first instance, and the supervisor should try to resolve it
promptly.

7. Unless the staff member considers it necessary to lodge his/her problem or complaint
in writing, he/she is encouraged to raise and discuss it verbally with his/her supervisors in the
first instance. Supervisors should respond promptly and without prejudice to complaints or
grievances made by their staff, and make every attempt to meet with parties concerned to
understand the reasons behind such complaints/grievances and to settle them. In most cases,
grievances are due to misunderstanding, miscommunication and/or an oversight on the part of
a certain party. Apologies and possible redress could help settle the grievances. The sooner
a grievance is attended to and dealt with, the better the chance of its being resolved at an
early stage. The assistance of the Human Resources Office may be sought if deemed neces-
sary.

8. In case the staff member chooses to raise his/her complaint in writing, the steps and
time frame to be followed for resolving a grievance are set out below:

(@  The staff member should file the grievance in writing normally within 30
working days of the incident to the alleged wrongdoer’s immediate supervisor
or Head of Department/Office. The staff member filing the grievance in
writing should present clear indication of what is being alleged, and provide
adequate information relating to the alleged wrongdoing.

(b)  After receipt of the grievance, the immediate supervisor/Head of
Department/Office shall acknowledge and address the grievance within seven
working days. The staff member against whom the grievance lies should be
provided a copy of the written grievance, where available, and he/she should be
allowed the opportunity to make his/her response in writing.

(¢)  The immediate supervisor/Head of Department/Office shall attempt to resolve
the grievance at the departmental/office level, normally within 30 working days.
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Both the staff member filing the grievance and the staff member against whom
the grievance lies shall be informed of the resolution.

If a grievance cannot be resolved at the departmental/office level, either the
complainant or the immediate supervisor or the Head of Department/Office
shall refer the complaint to the next higher level of authority for resolution.

The higher-level authority shall enquire as to what steps have been taken to
resolve the complaint and shall try to resolve it as far as possible, normally
within 30 working days. A record of the complaint and the resolution shall be
kept by the parties involved.

The following table shows the filing and the handling of a grievance through
resolution:

Grievance against

Filing and handling
of grievance

Referral to next
higher level of
authority

Staff below Head level

Immediate Supervisor

Head of
Department/Office

Head of Academic
Department

Dean

Provost

Head of Office”

Respective VP

P/VC

Dean

Provost

P/VC

Provost or
(VP)

Vice-President

P/VC

Chairman of
Personnel Committee

(@)

(PC)
of Council

President and Council Chairman

Vice-Chancellor (P/VC)

A grievance against any Head of Office reporting to the Associate
Vice-President (Engagement) (AVP(E)) should be filed with the AVP(E),
and the next higher level of authority should be the P/VC. A grievance
against the AVP(E) or any Head of  Office reporting to the P/\VVC should
be filed with the Vice-President (Administration) and Secretary, and the next
higher level of authority should be the P/VC. Notwithstanding the above,
the staff member concerned may file his/her grievance with a higher-level
authority. The higher-level authority may handle the grievance
himself/herself or, if he/she considers it appropriate, refer the grievance to
the immediate supervisor of the staff member against whom the grievance
lies for initial investigation.

If the complainant remains dissatisfied with the resolution at this stage, he/she
has the right to seek resolution through the Stage 2 procedures, normally within
60 working days after lodging the complaint in writing.




Stage 2 procedures
Grievance against staff below the Provost/VP level
Written complaint to the P/VC

9. In cases where the grievance cannot be resolved after following the Stage 1 procedures,
or if the staff member filing the grievance considers it more appropriate, he/she may, at
his/her discretion, pursue the case by writing to the P/VC, setting out the nature of the
grievance and the allegations made. The P/VC, after considering the grievance and steps
that have been taken to resolve the matter, shall decide on the appropriate further action to be
taken and his/her decision should be conveyed in writing to the complainant within two
weeks of the receipt of the letter. These further actions shall include, inter alia, the
following:

(@  the P/VC will meet with the parties concerned and resolve the grievance;

(b) the P/VC will refer the grievance to the appropriate Dean of
Faculty/School/Head of Office or Provost/VVP for consideration if he considers
that appropriate steps have not yet been taken to resolve the grievance at that

level;

(c) the P/VC will refer the grievance to the proper committee/panel for review if it
does not fall within the scope of these procedures; or

(d) the P/VC will refer the grievance to a Committee on Staff Grievances (CSG) to
undertake a review of the grievance.

Inquiry by the Committee on Staff Grievances

Membership

10. If the P/VC considers it appropriate, he/she shall appoint a CSG to undertake a review
of the grievance. The CSG appointed by the P/VVC shall be constituted as follows:

(@  AVP, the Provost or a senior staff member as chairman;

(b)  Alay member of the PC/Council or, as and when necessary, an external member;
and

(c)  Three staff members appointed from a pool of potential members (the pool is
made up of a minimum of one and a maximum of three staff members elected

from each Faculty/School/Office).

A staff member from the Human Resources Office will be the secretary.



11.  Anyone who has a conflict of interest in the complaint, or has taken part in handling
the complaint at the previous stages shall not be appointed to be a member of the CSG.

12.  Every two years, each Faculty/School/Office will be invited to elect from among its
staff a minimum of one and a maximum of three staff members to serve on the pool of
potential members from which members may be appointed to serve on the CSG. Each
Faculty/School/Office will arrange for the election of staff members to serve on the pool. A
staff member who is nominated or wishes to stand for election should have two seconders.
If the number of candidate(s) coming forward or being nominated is equal to the required
number to be elected, i.e. up to three, the candidate(s) will be elected unopposed, ipso facto.
If the number of candidates(s) coming forward or being nominated is larger than the required
number to be elected, i.e. more than three, the Faculty/School/Office concerned should
arrange for the election, normally by secret ballot, of the required number, i.e. three.

13.  The parties involved in the grievance shall be notified in writing of the membership of
the CSG within seven working days of the written decision of the P/VVC to refer it to the CSG
for review. Any objection to the membership, together with the grounds for objection, shall
be made in writing to the P/VVC within seven working days of the date of notification. The
P/VC shall decide on the acceptance or otherwise of the objection, and his decision shall be
final. In any event, the membership of the CSG shall be confirmed within 21 working days
of the written decision of the P/\V/C to refer the case to the CSG.

Procedures

14. The person against whom the grievance lies shall be provided with a copy of the
written submission from the staff member having the grievance. He/she shall be invited to
make a written statement in response to the allegations made against him/her within two
weeks of the date of notification. This written statement shall be made available to the staff
member having the grievance at the time when he/she is notified of the date, time and venue
of the meeting before the CSG.

15. Both the staff member having the grievance and the person against whom the
grievance lies shall have the following rights:

(@)  to appear before the CSG;

(b)  to present evidence to the CSG;

(c) to call his/her own witness(es); and

(d)  to be accompanied by a friend who is a staff member of the University and may
provide personal support for the staff member concerned when he/she appears
before the CSG, as an observer but not an advocate. (As the grievance

procedures are not legal proceedings, legal representation on behalf of either
party shall not be allowed.)



16. Both the staff member having the grievance and the person against whom the
grievance lies shall be given at least 10 working days’ notice of the date, time and venue of
the meeting of the CSG. Each party shall inform the secretary to the CSG in writing, at least
five working days before the hearing, of the following:

(@  whether he/she will appear in person before the CSG;

(b)  whether he/she will be accompanied by a friend who is a staff member of the
University, and, if so, the name of the staff member;

(c)  whether he/she wishes to call any witness(es) to appear before the CSG, and, if
so, the name(s) of his/her witness(es); and

(d) any other evidence that he/she wishes to present in respect of the case.

17. During the course of enquiry, the CSG shall consider evidence presented by both
parties, and by any witness(es) called upon by them. The CSG may call additional
witnesses and examine additional evidence as it deems appropriate to gather more
information about the grievance. Legal advice may be sought by the CSG during the entire
process of the enquiry to ensure that proper procedures have been followed in handling the
complaint.

18. The CSG shall complete its enquiry as soon as possible and no later than two months
since its confirmed membership, and shall submit to the P/VVC a report on its findings and
recommendations no later than 10 working days after the date of its last meeting. The P/VC
shall within seven working days of the receipt of the report notify the CSG of his approval or
otherwise of its recommendations. If the P/VC disagrees with the recommendations, he
may follow the procedures set out in paragraph 9 above to consider further actions to be
taken.

Notification of the decision

19. Both parties of the grievance or complaint shall be notified of the outcome of the
enquiry in writing no later than seven working days after a decision has been made by the
P/VC.

Timeline

20.  The staff involved in handling the grievance or complaint should ensure that each step
is dealt with expeditiously and within the time frame allowed. For a case involving a review
by the CSG, the staff member making the complaint could expect to be notified of the
outcome of the enquiry within four months of the date of his/her written complaint to the
P/VC.



Grievance against the P/VVC or the Provost or a VP

21.  In cases where the grievance is directed against the Provost or a VP, the grievance shall
be referred to the P/VC in the first instance. If the grievance cannot be resolved
satisfactorily at that level, the staff member concerned may, at his/her discretion, pursue the
case by writing to the Chairman of the PC. In cases where the grievance is directed against
the P/VVC, the staff member concerned may, at his/her discretion, pursue the case by writing
to the Council Chairman. This arrangement is based on the rationale that these senior staff
members are appointed by the Councill.

22. For handling a grievance against the Provost or a VP, the Chairman of the PC may
meet with the parties concerned and resolve the conflict, or he/she may appoint a CSG to
review the grievance. Likewise, for handling a grievance against the P/VC, the Council
Chairman may meet with the parties concerned and resolve the conflict, or he/she may ask
the Chairman of PC to set up a CSG to review the grievance. The CSG will be constituted
as follows:

(@  Chairman of the PC as chairman;

(b) Two lay members of the PC/Council (or, as and when necessary, one lay
member of PC/Council and one external member; or two external members);
and

(c) A staff member appointed from a pool of potential members (the pool is made
up of a minimum of one and a maximum of three staff members elected from
each Faculty/School/Office).

The Secretary of the PC will be the secretary.

23.  The CSG will investigate the grievance in accordance with the procedures described in
paragraphs 14 to 17 above. The CSG shall complete its inquiry as soon as possible and no
later than two months after it is constituted. The CSG shall decide upon the appropriate
course of action to be taken to settle the conflict or redress the grievance and report its
decision to the Council Chairman.

Notification of the decision

24. Both parties to the grievance or complaint shall be notified of the outcome of the
inquiry in writing no later than seven working days after a decision has been made by the
CSG.

Timeline
25.  For a case handled directly by the CSG, the staff member making the complaint may

expect to be notified of the outcome of the inquiry within four months of the date of his/her
written complaint to the Council Chairman or the PC Chairman.



Appeal

26.  If either party is not satisfied with the outcome of the enquiry, an appeal may be lodged
with the appropriate higher authority no later than one month after being notified of the
outcome of the inquiry. The party lodging the appeal should give justification for his/her
appeal. The appropriate authority may then consider inviting the CSG to review its decision,
or to refer the matter to an Appeal Committee. The appeal will be considered on procedural
grounds and not for the review of the judgement resulted from the above procedures.

27. In cases where the person against whom the grievance lies is below the rank of
Provost/\VVP, an appeal may be made in writing to the Chairman of the PC, who may appoint
an Appeal Committee to look into the matter within two weeks of the receipt of letter. The
Appeal Committee shall comprise: (a) a lay member of the PC as Chairman; (b) one lay
member of the PC; and (c) one member of the PC or, as and when necessary, one external
member. The PC Secretary shall be the secretary to the Appeal Committee in these cases.

28.  The Appeal Committee shall re-examine the procedures followed by the CSG, so as to
ascertain if there might have been any mishandling of the case on procedural grounds. The
Appeal Committee may or may not ask for further evidence and it may or may not conduct a
hearing of the case. If a hearing is to be convened, the procedures set out in paragraphs 14
to 17 shall apply, except that the decision of the Appeal Committee shall be final. In any
case, the Appeal Committee shall make a decision within two months of the date of its
establishment. The party lodging the appeal shall be notified of the decision of the Appeal
Committee in writing no later than seven working days after the decision has been made.

29. In cases where the person against whom the grievance lies is the Provost/ a VP or the
P/VC, an appeal may be made in writing to the Chairman of Council who may appoint an
Appeal Committee to look into the matter within two weeks of the receipt of letter. The
Appeal Committee shall comprise: (a) a lay member of Council as Chairman; and (b) two lay
Council members (or as and when necessary, one lay Council member and one external
member). The secretary to the Appeal Committee in these cases shall be appointed by the
Chairman of Council. The Appeal Committee shall conduct its investigations as set out
in paragraph 28 above. The decision of the Appeal Committee of Council shall be final. The
party lodging the complaint shall be notified of the decision in writing no later than seven
working days after the decision has been made.

Confidentiality

30.  All parties involved in handling staff grievances (including any person who may have
direct or indirect knowledge of the matters) shall keep them in the strictest confidence. All

records of meetings and, where appropriate, all evidence presented will be kept in the
Human Resources Office.

Non-reprisal for raising grievances

31. No staff member shall be subject to victimisation or reprisal for raising a grievance or
appearing as a witness in good faith under these procedures.
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Further amendments

32. The University shall keep these procedures under review and, in the light of experience,
refine and amend these procedures as and when necessary.

Human Resources Office

June 2017
(Approved by Council in 12/01, Revised 11/09, 12/10, 06/13, 07/13, 06/17)
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Stage one
procedures *
(time limit:

60 working days)

HONG KONG BAPTIST UNIVERSITY

Procedures for Handling Staff Grievances

Against P/VC

Council Chairman

—~

Grievance
I
[ [ |
Against staff below Against staff at
Provost/ VP level Provost/VVP level
v v l
Supervisor R P/VC
> End <
v
R Head of Department/Office »  End «
. Dean/VVP/Provost .
g g End
* \ 4 \ 4
Chairman of Personnel
P/VC > < . :
» End |« Committee of Council

A 4

A\ 4

Refer to Faculty
/Dept/Office or
AVP(E)/ VP/ Provost

Refer to another
committee/panel

Stage two
Procedures”
(time limit:

4 months)

k

A 4 Y

Committee on Staff Grievances

*for grievance against staff
below Provost/VP level

Report to P/VC *

A 4

Decision to parties concerned

End

v

A 4

\ 4

Decision to parties concerned

A

:

Appeal Committee

(at Personnel Committee of Council level)

Appeal * ;
(time limit: . -
2 months) Decision to party appealing
v
End

#

v

Appeal Committee
(at Council level)

v

Decision to party appealing

v
End

“Mediation” can be initiated at any time either by the complainant or the relevant authority dealing with the complaint at that

time. Subject to consent of both parties concerned, an independent third party (appointed either from within or outside the
University) could be invited to assist in facilitating “mediation” as a means to resolving the grievance/complaint.

June 2017

Grievances-chart — 2017 June.doc
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Potential Members for the Committee on Staff Grievances (CSG) EBFfRMEE TN E R

(1 September 2023 — 31 August 2025)

(202349 A 1 [ Z 2025 4 8 A 31 [)

Faculties/Schools/Offices 2 %2 /23 53 /BB PY Elected Members Z8

1. Prof CHOR Oi Wan £E&%E

2. Prof MOUILLOT Francois

Faculty of Arts and Social Sciences S22 Fr 1 @l £ 5 N
3. Prof TAM Ka Chai X%

4. Prof ROBINSON Rebecca Anne ZBZ83Hf

1. Dr. CHEUNG Yu Ha 5EfRE

School of Business L & & I £ 5 .
2. Prof TSANG Sze Lung 1t 3E

1. Prof BANAI Noit

School of Creative Arts Bl EZflfE 57 —
2. Prof ZENG Hong &3

School of Continuing Education 15 & 5 £ [k 1. Ms. TONG Ka Wai Karen ==
Faculty of Science I2E3f5% 1. Prof. CHENG Ming-Yen BRRH 3k
School of Chinese Medicine & E&££E3 [ 1. Prof CHAN Kam Wa [R5

1. Mr. LO Howard Z& 525
Academic Registry ¥#5 /&

2. Miss WONG Man T8
Alumni Affairs Office R R EBTEIE 1. Miss SIN Man Fong #E875
Centre for Holistic Teaching and Learning £ A B Z B [, 1. Ms. YIP Sheung Ching E'E &
Division of Transdisciplinary Undergraduate Programmes e
PR AR TR 1. Dr. HO Wing Yan fal3K =
Estates Office ¥ /& 1. Mr. LAM Kam Fai 7 &7 #E
Finance Office B175 iR 1. Mr. LO Man Hong EXX B

1. Miss WONG Suk Fong Alice =7

General Education Office B H B & o
2. Dr. TSE Chung Tak #4815

1. Ms. CHAN Shan Miu Sammy B it &b

Library B2 -
2. Miss WOO Wing Yan Bk X

1. Ms. LAU Nga Yi 2I7t18

Office of Student Affairs 24EE5E .
2. Miss NG Tsz Ching R1E1S

(Updated on 2025/01/17)
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