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CONFLICT RESOLUTION

1. Acknowledgment and Reporting

· Open-Door Policy: Encourage employees to report conflicts or grievances as soon as they arise, emphasizing that all concerns will be taken seriously and handled confidentially.

· Conflict Reporting Form: Provide a standard form for employees to document the details of the conflict, including the parties involved, the nature of the conflict, and any actions taken so far.

· Immediate Supervisor Involvement: Employees should first report the conflict to their

immediate supervisor unless the conflict involves the supervisor, in which case it should be reported to HR or another designated manager.

2. Initial Assessment

· Supervisor Evaluation: The supervisor or HR should review the conflict report, gather initial information, and determine the severity of the issue.

· Determine the Need for Intervention: Assess whether the conflict can be resolved informally between the parties involved or if formal intervention is required.

· Timeline Establishment: Set a clear timeline for addressing the conflict, typically within 48-

72 hours, depending on the severity.

3. Informal Resolution

· Direct Communication: Encourage the parties involved to have a direct, respectful conversation to resolve the issue if appropriate.

· Mediation by Supervisor: If direct communication fails, the supervisor can facilitate a discussion between the parties to reach a mutually agreeable solution.

· Documentation: Even if resolved informally, document the conflict and the resolution process for future reference.

4. Formal Resolution

· Investigation: If informal resolution is unsuccessful or the conflict is severe (e.g., harassment, discrimination), a formal investigation should be initiated by HR or an appointed mediator.

· Interviews: Conduct interviews with the involved parties and any witnesses to gather all

relevant facts.

· Evidence Collection: Collect any relevant documents, emails, or other evidence related to the conflict.

· Confidentiality Assurance: Ensure that all information gathered during the investigation is kept confidential and shared only with those directly involved in the resolution process.

5. Conflict Resolution Meeting

· Facilitated Discussion: Arrange a meeting with the conflicting parties, mediated by HR or a trained mediator, to discuss the findings and explore resolution options.

· Focus on Solutions: Encourage a collaborative approach where both parties can suggest solutions. The goal is to reach a mutually acceptable agreement.

· Draft a Resolution Agreement: Document the agreed-upon solution in a written agreement signed by all parties involved, outlining the actions each party will take to resolve the conflict.

CONFLICT RESOLUTION

6. Follow-Up

· Monitor Implementation: Supervisors or HR should monitor the situation to ensure that the resolution agreement is implemented effectively and that the conflict does not resurface.

· Regular Check-ins: Schedule follow-up meetings with the parties involved to assess whether the conflict has been fully resolved and if any further action is needed.

· Additional Support: Provide ongoing support, such as counseling or additional training, if required to prevent future conflicts.

7. Escalation

· Appeal Process: If one or both parties are not satisfied with the resolution, they can appeal to a higher authority within the organization, such as the COO or CEO.

· Final Decision: The higher authority will review the case, conduct any additional investigation if necessary, and make a final, binding decision.

8. Prevention

· Training and Awareness: Conduct regular training sessions on conflict resolution, communication skills, and workplace policies to prevent conflicts from arising.

· Positive Work Environment: Foster a culture of respect, inclusivity, and open communication to minimize the potential for conflicts.

· Anonymous Feedback: Provide a mechanism for employees to give anonymous feedback about workplace issues, which can be addressed proactively.

9. Documentation and Record-Keeping

· Record Keeping: Maintain detailed records of all conflicts, investigations, resolutions, and follow-ups in a secure and confidential manner.

· Review and Analysis: Regularly review conflict records to identify patterns or recurring issues that may require organizational changes or additional training.
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