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ISSUE RESOLUTION POLICY 

At [Organisa�on Name], we are commited to promptly and effec�vely resolving issues that may 
arise in the workplace. This policy outlines the procedures and responsibili�es for addressing various 
types of concerns or conflicts to maintain a posi�ve and produc�ve work environment. 

Scope 

This policy applies to all employees, contractors, clients, and stakeholders associated with 
[Organisa�on Name]. It encompasses a wide range of issues, including but not limited to 
interpersonal conflicts, work-related disputes, ethical concerns, discrimina�on, harassment, safety 
viola�ons, and breaches of company policies. 

Responsibili�es 

Management: 

• Management is responsible for crea�ng a work culture that promotes open communica�on 
and encourages employees to raise concerns without fear of retalia�on. 

• They are responsible for promptly addressing reported issues, conduc�ng fair and impar�al 
inves�ga�ons, and taking appropriate correc�ve ac�ons. 

• Management must ensure that all employees are aware of the issue resolu�on procedures 
and have access to the necessary resources and support. 

Human Resources: 

• Human Resources (HR) is responsible for providing guidance and support to employees and 
management in resolving workplace issues. 

• They are responsible for facilita�ng conflict resolu�on processes, media�ng disputes, and 
conduc�ng inves�ga�ons into more serious maters. 

• HR must maintain confiden�ality throughout the resolu�on process and ensure that all 
par�es involved are treated fairly and respec�ully. 

Employees: 

• Employees are responsible for raising concerns or issues promptly and following the 
appropriate channels outlined in this policy. 

• They must cooperate with any inves�ga�ons or resolu�on processes ini�ated by 
management or HR and provide accurate and relevant informa�on. 

• Employees should maintain professionalism and respect for others throughout the issue 
resolu�on process, regardless of the nature of the conflict. 

Issue Resolu�on Procedures 

Informal Resolution: Whenever possible, individuals involved in a dispute or issue should atempt to 
resolve it informally through open communica�on and mutual understanding. This may involve 
discussing the mater directly with the person(s) involved or seeking assistance from a supervisor or 
HR. 
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Formal Resolution: If an issue cannot be resolved informally or if it involves serious allega�ons, 
formal resolu�on procedures will be ini�ated. This may include filing a formal complaint with HR or 
escala�ng the mater to higher management for review and ac�on. 

Investigation: In cases where a formal complaint is filed, management or HR will conduct a thorough 
inves�ga�on to gather relevant informa�on and evidence. This may involve interviewing witnesses, 
reviewing documenta�on, and collec�ng statements from all par�es involved. 

Decision and Action: Based on the findings of the inves�ga�on, management or HR will make a 
decision regarding the resolu�on of the issue. This may involve implemen�ng correc�ve ac�ons, 
providing media�on or conflict resolu�on services, or taking disciplinary measures as necessary. 

Follow-Up and Monitoring: A�er the issue has been resolved, management or HR will follow up with 
the par�es involved to ensure that the resolu�on is effec�ve and that any necessary support or 
further ac�on is provided. They will also monitor the situa�on to prevent similar issues from 
occurring in the future. 

Confiden�ality and Non-Retalia�on 

Confiden�ality will be maintained throughout the issue resolu�on process to protect the privacy of 
individuals involved and to encourage open communica�on. Addi�onally, [Organisa�on Name] 
prohibits retalia�on against individuals who raise concerns or par�cipate in the issue resolu�on 
process in good faith. 

Review and Updates 

This policy will be reviewed regularly to ensure compliance with relevant legisla�on and best 
prac�ces. Updates may be made as necessary to reflect changes in the law or organisa�onal 
requirements. 
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