Al-Ahliyya Amman University LAY (L daala

English Version
| Procedures Name: | Anti-Discrimination and Anti-Harassment Complaints Procedure |

=  Procedures Information:

Code: PRO_87 _SDG 10 P4 N 1
Issue date: 2018

Revision, Date: V05, 2025

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): Receive and handle complaints related to discrimination

and harassment on campus, including students, staff, and
faculty, to ensure a safe and inclusive university
environment for all.

» Procedure Steps:
# Step
1. Receive Complaints:

« Establish safe and confidential channels for receiving complaints, such as
email or an electronic complaints box.

e Assigna dedicated contact point within the university for complaint
handling and follow-up.

2. Record Complaints:

o Document the details of the complaint in a designated form while
maintaining the complainant's confidentiality.
e Assign a reference number to each complaint for tracking purposes.

3. Preliminary Investigation:

e Conduct a quick initial investigation to verify the validity of the provided
information.
o Ensure the neutrality of the team handling the investigation.

4. Take Immediate Action:

o Provide immediate support to the complainant if necessary (e.g.,
psychological support, temporary relocation from the workplace or study
area).

e Halt any ongoing negative practices during the investigation.

5. Conduct Detailed Investigation:

o Forma neutral investigation committee comprising legal experts and
specialized members.
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e Conduct interviews with relevant parties and collect evidence.

6. Provide Recommendations:

e Submit a detailed report on the investigation findings and
recommendations for appropriate actions.
o Specify disciplinary measures or corrective actions required.

7. Follow-Up on Implementation:

e Ensure the implementation of recommendations and monitor the
effectiveness of the measures taken.

e Provide a final report to the complainant and the accused, outlining the
decisions made.

8. Evaluate and Improve the Process:

e Periodically analyze complaints to identify recurring patterns.
o Update policies and procedures to enhance prevention and response
measures.

» Related Forms:

# Form Name

1. Complaint Registration Form.

2. Investigation Report Template.

3 Satisfaction Survey for Involved Parties.
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