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University Grievance Procedure for Staff (Confidentiality of
Whistleblowers)

Procedures Information:

Code: PRO_133_SDG_16 P1 N_2
Issue date: 2018

Revision, Date: V05, Oct 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
development:

Strategies and Policies Committee, Sustainability and
Ranking Office

Accreditation:

Human Resources and Institutional Development Unit

Application (scope):

All university staff across all departments and units

Procedure Steps:

# Step

1. Submission of Complaint:

supporting

e Submit grievances through a secure online reporting system or a
confidential hotline managed by the Office for Ethical Compliance.

e Include a detailed description, relevant dates, involved parties, and any

2. Acknowledgment of Recelpt:
e The Office for Ethical Compliance acknowledges receipt within 48 hours.

e Conducts a preliminary assessment to determine next steps.

3. Investigation:

e A neutral investigator (internal or external) is appointed.

e Includes interviews with the complainant, accused, and witnesses.
e Documentation is maintained confidentially.

e Target completion within 30 days depending on complexity.
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4. Resolution and Reporting:

e Investigator prepares a report outlining findings and recommendations.
e Reviewed by Chief Ethics Officer or designated official.
e Decisions may include disciplinary action or policy changes.

5. Feedback to Whistleblower:

confidentiality of all parties.

e Whistleblower is informed of the outcome and actions taken, maintaining

1-3



Al-Ahliyya Amman University ALY s daaly

6. Protection for Whistleblowers:
¢ No Retaliation: Whistleblowers are protected from retaliation, harassment,

or adverse consequences.
e Confidentiality: Whistleblower identity is protected throughout the process.

7. Appeals:
e Dissatisfied parties may appeal the decision within 15 days of outcome
notification.

e Appeal is reviewed by an independent panel.

8. Monitoring and Review: _ _
e Procedure is reviewed annually for effectiveness and fairness.

e Anonymized grievance data and outcomes are shared internally to ensure
transparency and trust.

» Related Forms:

# Form Name

Grievance Submission Form
Investigation Summary Report
Outcome Notification Template
Appeal Request Form
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