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                                           Students, Faculty and Employees  

 

Why do We Need a Student Grievance Procedure?  
 

In an ideal world, everyone would act in a caring manner and all decisions would be fair 

and just, and all involved would be in complete agreement as to what constitutes fairness 

and justice. However, this would be in an ideal world, and we live with differences of 

opinion while always pursuing what is believed to be fair and just.  Most students believe 

they have been treated fairly and justly by the university, and by all of the individuals 

representing Accra Business School. The university’s Student Grievance Procedure is a 

mechanism by which a student may seek to remedy a situation where she/he feels she/he 

has been treated unfairly, and has not been able to obtain justice in any less formal manner.  

 

Policy Goal: Conflict Resolution  
 

Before invoking the Student Grievance Procedure, a reasonable effort shall be made by 

those involved in a dispute to resolve it amicably. A dispute is most effectively handled 

and resolved by those closest to the problem, having the best understanding of the issues, 

and having the ability to formulate a mutually acceptable resolution. Therefore, it is in the 

best interest of the student, the potential subject of a Grievance, and the university to 

resolve disputes through open and cooperative dialogue. Only when such efforts are 

unsuccessful should the Student Grievance Procedure be invoked. Throughout all phases 

of the Student Grievance Procedure, all reasonable efforts shall be made to maintain 

confidentiality in accordance with applicable law. 

 

                    Student Non-Academic Grievance/Complaint and Appeal Process  

Policy Statement  

Accra Business School recognizes the importance of providing a prompt and efficient 

procedure for fair and equitable resolutions of a nonacademic grievance or appeal. A 

nonacademic grievance or appeal alleges discrimination by a university employee on the 
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basis of race, color, sex, religion, national origin, age, disability or involves personal 

behavior and/or university policy. Accordingly, students are encouraged to use the 

nonacademic grievance or appeal process without fear, prejudice, or reprisal for initiating 

the process or participating in its resolution.  

A non-academic grievance or appeal is an allegation by a student concerning (1) a 

university employee, faculty, staff and/or administrator, (2) administrative policies, 

procedures, regulations or requirements of the university, (3) actions impeding a campus 

climate of intellectual diversity, (4) student employment, or (5) a university program, 

service or activity. Students shall have the right to file a grievance and/or appeal according 

to established procedures.  

Procedures to resolve a nonacademic grievance and/or appeal: 

1. The student shall file a written grievance and/or complaint to the Office of the Registrar 

for the action which forms the basis of the grievance. The complaint shall contain a clear 

and concise statement of the grievance, the remedies sought and a request for a meeting 

with the involved person or persons. The complaint must be filed within ten (10) days of 

the event, unless there are extenuating circumstances.  

2. The respondent shall schedule a meeting with the student within ten class days of the 

filed grievance, complaint and/or appeal, to discuss the matter. A written reply by the 

respondent to the student indicating the results of the meeting and including further action, 

if any, to be taken shall be attached to the written grievance.  

3. If the student is not satisfied with the results of the reply, and wants the grievance to be 

considered further, the student shall appeal in writing to the Registrar to seek a resolution. 

This consultation must begin within ten (10) class days after the conclusion of the reply 

with the respondent. A written reply by the Registrar to the student indicating the results 

of the meeting and including further action, if any, to be taken shall be attached to the 

written appeal.  
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4. The decision of the Registrar will become the final campus decision on the grievance or 

appeal. A written reply by the Registrar to the student indicating the results of the meeting 

and including further action, if any, to be taken shall be attached to the written grievance 

or appeal. The student and appropriate university officials shall be notified in writing of 

the decision within ten class days after the last consideration of the grievance or appeal.  

5. Written documentation of the student’s complaint and/or grievance will remain in the 

Office of the Registrar for one academic year. At the end of the academic year, the 

documentation will be destroyed.  

 

Utilizing the Student Grievance Procedure  

The Student Grievance Procedure may be used by a student to address complaints 

concerning the alleged abridgment of the student’s rights, as stated in the Accra Business 

School Student Handbook. The Student Grievance Procedure may be used by a student to 

address alleged abridgment of the student’s rights, as stated in the Accra Business School 

Student Handbook.  

The Student Grievance Procedure may not be used to address allegations of discrimination, 

including sexual harassment. When a student believes that he/she has been discriminated 

against due to his/her race, creed, religion, color, sex, sexual orientation, gender identity, 

age, disability, veteran status, genetic information or national origin, the university’s 

Affirmative Action Grievance Procedure is a mechanism for resolution. The university’s 

Affirmative Action Grievance Procedure is contained in Accra Business School’s 

Affirmative Action Plan.  

a. Grievance involves a grade dispute, a student shall process the Grievance in accordance 

with the Student Grievance Procedure. However, if a grade dispute raises issues of 

discrimination or sexual harassment, the Grievance should be processed in accordance with 

the university’s Affirmative Action Grievance Procedure and the Affirmative Action 



5 
 

Officer shall conduct the process in collaboration with the Senior Academic Officer or 

designee.  

At any Level of the Student Grievance Procedure, either party may request mediation by 

contacting the Dean. Mediation shall be mutually agreed upon, and not unreasonably 

refused by either party. The university shall select an impartial mediator who shall be 

mutually agreed upon and not unreasonably refused by either party, make the 

arrangements, determine the timetable for the mediation process, and inform the parties of 

the timetable in writing.  

The purpose of mediation is to resolve the dispute to the satisfaction of both parties. If a 

mediated resolution cannot be achieved, the Grievant may proceed with the Grievance 

Process. The Grievant has the right to be accompanied by any advisor of his/her own 

choosing and at his/her own expense throughout the grievance process. The advisor may 

be an attorney. An advisor’s role is limited to personally advising the Grievant only. An 

advisor is not permitted to participate directly in any aspect of the grievance process.  

Except for under extenuating circumstances, as determined by the President or his/her 

designee, failure by a party to comply with the Student Grievance Procedure during the 

course of a Grievance may result in the waiving of the non-compliant party’s rights under 

the Procedure. 

STUDENT COMPLAINT PROCEDURE VIA ACCRA BUSINESS SCHOOL  

Any student who believes that an employee’s actions or words constitute unwelcome 

harassment has a responsibility to report or complain about the situation as soon as possible 

but within 180 days of alleged act. The report or complaint should be made to the Dean. 

Complaints or reports of harassment will be handled and investigated promptly and in an 

impartial and confidential manner. Employees and Students are required to cooperate in 

any investigation. A timely decision regarding each complaint will be reached and 

communicated to the parties involved within 30 days.  
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All inquiries, complaints, and investigations are treated confidentially. Information is 

revealed strictly on a need-to-know-basis. The identity of the employee lodging a 

complaint usually is revealed to the individual accused of the policy violation.  

No student will be threatened, coerced, discriminated or retaliated against for filing a 

complaint, providing information orally or in writing, or for participating in a complaint 

investigation. Any employee, supervisor, or manager who is found to have violated this 

policy will be subject to appropriate disciplinary action, which may include termination. 

Additionally, if an investigation of a complaint shows that the complaint or information 

was false, the individual who knowingly, provided false information will be subject to 

appropriate disciplinary actions.  

Student Academic Grievance/Complaint and Appeal Process  

Grade Appeals  

Complaints or Grievances filed in connection with assigned grades represent a special case 

within the Grievance procedure. Grading reflects careful and deliberate assessment of a 

student’s performance by the instructing professional(s). As such decisions are necessarily 

judgmental the substance of those decisions may not be delegated to the Grievance process. 

Nevertheless, the university recognizes that in rare cases the process of grading may be 

subject to error or injustice.  

A student who alleges an error or injustice in the grading process may file a Grievance 

under the Student Grievance Procedure. A grade appeal Grievance shall proceed no further 

than Level Two, Step Two. For purposes of a grade appeal, the Senior Academic Officer 

of the university, or his/her designee, shall serve as the Student Grievance Officer 

throughout the grade appeal process.  

If the faculty member who assigned the challenged grade is no longer employed by the 

university, or is not available within the timelines specified (see “Time” definition), the 

student may initiate his/her Level One complaint with the chief administrator of the 

appropriate instructional division (who shall be identified by the Senior Academic Officer).  
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If at any level substantial evidence of error or injustice is produced, the grading process 

may be remanded to the instructor of record for reassessment. If after reassessment, the 

dispute remains unresolved, the matter shall be referred to the Senior Academic Officer, or 

his/her designee, for final review. If the instructor of record is no longer available, the 

Senior Academic Officer or his/her designee shall instead reassess the grading process. 

Level One – Informal Procedure  

This is the informal stage where most complaints are resolved. The Grievant shall first 

present his/her complaint orally and informally to the Responding Party. In the case of a 

grade appeal, the Responding Party is the course instructor. This shall be done in a 

reasonable period of time, not exceeding thirty (30) calendar days following the 

instructional period when a grievable act or omission occurs.  

The Responding Party must respond to the Grievant’s complaint within ten (10) days. 

Though this phase of the process is informal, the parties may present their positions in 

writing. If the matter is not resolved informally within ten (10) calendar days from the date 

a response to the complaint was due, the Grievant may proceed to Level Two.  

Level Two – Formal Procedure  

Prior to filing a written Grievance at Level Two, a Grievant who is disputing an assigned 

grade must consult with the Chair of the Division in which the course is housed. The 

Responding Party (faculty member) should also consult with his or her Chair.  

 

Level Two – Step 1  

The Chair of the Division in which the grievance for an assigned grade has taken place 

shall notify the parties in writing when a complaint is not resolved informally at Level One. 

The Grievant may, within ten (10) calendar days after receipt of the Division Chair’s 

written notice, file a formal written grade appeal or complaint with the Dean of Accra 

Business School or his/her designee.  
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The Grievance shall contain the following information: the name and title of the person(s) 

against whom the Grievance is directed, a statement of all known facts, documents and 

materials supporting the grievance, a list of individuals who have information pertinent to 

the grievance, and the relief sought by the Grievant. All supporting documents, if any, shall 

be attached to the grievance as part of the Grievance. The Grievance shall also state the 

date it is filed and that it is being filed at “Level Two, Step One.”  

The Grievance may be filed with the Dean of Accra Business School depending on the 

grievance by email, regular mail, certified mail, or in hand. Thereafter, the assigned official 

shall deliver the completed form with all supporting documents, if any, to the Responding 

Party within five (5) calendar days. If the Responding Party is unavailable at the time the 

Grievance is filed, the Dean or the designated person shall use reasonable means to deliver 

the Grievance within a reasonable period of time.  

The Responding Party shall forward a written Level Two – Step One response to the 

assigned Grievance Officer within ten (10) calendar days of his/her receipt of the 

Grievance. The assigned person then shall deliver the written response to the Grievant 

within five (5) calendar days of receipt.  

Level Two – Step 2 (Supervisor Level)  

If the Grievance is not resolved to the satisfaction of the Grievant within ten (10) calendar 

days after his/her receipt of the Step One response, or if no written response is submitted, 

the Grievant may within ten (10) calendar days after the written response was received or 

due, request a hearing/meeting with the Dean, the student, the named faculty member and 

the Division Chair to reach a resolution to the ascribed grievance.  

The decision of the Dean, or his/her designee, shall be final and binding on all parties.  

Withdrawal  

A student may withdraw his/her complaint or Grievance at any time. Withdrawal must be 

accomplished in writing or by oral agreement confirmed in writing.  
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Retaliation  

No member of the College community shall retaliate or threaten to retaliate against, 

interfere with, restrain, or coerce any student in the exercise of his/her rights under the 

Student Grievance Procedure or his/her participation in any Grievance proceedings.  

Collateral Rights of Person Grieved by Student  

If the recommendations made at any level of the Grievance procedure result in sanctions 

against a college employee, the sanctions shall be regarded as administrative actions 

subject to all conditions of applicable collective bargaining agreements and College or 

Board of Higher Education personnel policies.  

Alternative Forums  

Filing a Grievance in accordance with the Student Grievance Procedure in no way 

abrogates a student’s right to file a complaint with an appropriate state or federal agency 

or in another forum.  

  

   FACULTY GRIEVANCE POLICY  

Informal Problem Solving  

Accra Business School is concerned with any situation affecting the employment 

relationship, and is committed to trying to correct any condition or situation that may cause 

problems or misunderstandings. It is inevitable that problems and misunderstandings may 

occur. Therefore, Accra Business School has provided an orderly process for an employee 

to voice an opinion or discuss a problem with management without prejudice or fear of 

retaliation. In some instances the positive discipline plan may be used.  

1. If an employee has a problem or complaint, the employee should discuss it with his or 

her immediate supervisor as soon as possible.  
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2. If the problem is not satisfactorily resolved or the problem is with the supervisor, the 

employee should discuss it with his or her department manager.  

3. If the problem still is not satisfactorily resolved, the employee should discuss it with 

Human Resources.  

Not all complaints can be resolved to everyone's satisfaction. However, in each case, the 

reason for the resolution will be explained clearly to the employee.  

Positive Discipline  

It is the University’s expectation that faculty meet its standard of work performance. Work 

performance consists of many factors, including attendance, punctuality, responsiveness 

personal conduct, job proficiency and general compliance with policies and procedures. If 

a faculty member does not meet these standards, the department chairperson in consultation 

with the Vice President of Academic Affairs may, under appropriate circumstances, take 

corrective action, other than immediate dismissal. The intent of corrective action is to 

formally document problems while providing the faculty member with a reasonable time 

within which to improve his/her performance. The process is designed to encourage growth 

by providing guidance in areas that need improvement, such as poor or unsatisfactory work 

performance, attendance problems, personal conduct, general noncompliance with policies 

and procedures and/or other disciplinary problems.  

Purpose: To provide a structured means of solving unacceptable discipline problems in the 

areas performance, conduct, and attendance, consistent failure to meet deadlines, using 

inappropriate language in the workplace, tardiness, or inappropriate use of breaks. This is 

not a complete list of discipline problems associated with utilizing this process, but a list 

to give the employee an idea of commonly addressed offenses.  

Policy: Accra Business School’s Positive Discipline policy is intended to consistently be 

applied throughout the University, resolve discipline problems and encourages good 

performance through a method in which employees are treated with respect. The policy 

should be utilized for all employees. While positive discipline appears to be “progressive”, 
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managers should not interpret this guidance to require that each and every situation must 

follow the same progression. Some circumstances may require more severe discipline, up 

to and including termination, while a progressive approach is appropriate for other 

situations.  

Solving discipline problems is a joint effort of the employee and the manager, and the focus 

should be to communicate an expectation of improvement rather than an expectation of 

future problems and eventual termination. The manager has the responsibility to ensure the 

employee is given specific performance expectations and the employee understands the 

terms and conditions of employment as well as policies, procedures, and work rules. The 

employee has the responsibility to fulfill all expectations and to notify the manager if 

expectations are unclear. The Positive Discipline Policy should be used by managers in 

accordance of the provisions outlined in this policy as soon as a problem is identified.  

Employees should be notified of performance, conduct and attendance expectations before 

any of the formal steps of discipline are taken. Unacceptable performance will be defined 

as failure to meet performance expectations. Unacceptable conduct will be defined as (a) 

failure to adhere to policies and procedures, and work rules; or (b) insubordination, 

misconduct, or conduct reflecting discredit to your department or the University. (c) 

Unacceptable attendance will be defined as failure to consistently report for work when 

scheduled.  

Frequent open and honest communication between the employee and manager is 

encouraged whenever possible. An informal improvement discussion is appropriate at the 

first sign improvement is needed. The discussion is a form of coaching which is designed 

to assist the employee recognize a problem exists and to develop a solution and avoid 

further disciplinary action.  

The manager should be sure the employee is coached and/or given feedback regarding the 

desired Behavior or improvement without any negative consequence prior to initiation of 

any formal steps of The Positive Discipline Process. Whenever improvement occurs, the 
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manager should provide positive Feedback to recognize the employee’s efforts, either 

before or after entering the formal discipline process.  

Formal Discipline Steps:  

The University has four steps in the Positive Discipline Process:  

1. Oral Reminder  

2. Written Reprimand  

3. Decision-Making Leave  

4. Termination  

The four steps in the positive discipline process represent increasingly serious and/or 

repetitive infraction, and emphasize the consequences of failure to improve. In an effort to 

maintain consistency and fairness of application of the discipline process, all Written 

Reprimands and Decision-Making Leave communications must be reviewed by the Human 

Resources Office.  

Definitions  

Verbal Reminder: Verbal reminder is a disciplinary discussion between a manager and an 

employee. The manager should provide specific information regarding the problem, as well 

as an explanation of the expected performance and/or behavior. The manager should 

inform the employee that this is the first step of the formal disciplinary process. The 

manager should tell the employee that notes regarding the conversation will be kept in the 

employee’s performance document but will not be placed in the personnel file. An 

employee may receive up to two Oral Reminders without automatically imitating the next 

step of the discipline process. However, if repeated problems exist in the same area an 

employee may receive only one Oral Reminder and for more serious offenses this step may 

be skipped. The manager should inform the employee that the Oral Reminder will remain 

effective for three months.  
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Written Reprimand: A Written Reprimand is appropriate if the Oral Reminder does not 

produce sustained improvement in an employee’s performance and/behavior or when 

appropriate because of the seriousness of the offense. A written Reprimand must be written 

by a manager and approved by Human Resources prior to being given to an employee. The 

Written Reprimand also begins with a disciplinary discussion between the manager and the 

employee, with additional information being given regarding the reason for progression to 

the Written Reprimand. The Personnel Director/Manager may serve as a witness during 

the meeting. A copy of the letter is given to the employee and a copy forwarded to Human 

Resources to become a part of the employee’s personnel file. The manager should inform 

the employee the Written Reprimand will remain effective for six months.  

Decision-Making Leave: Decision-Making Leave is utilized when Oral Reminders and 

Written Reprimands have failed to produce sustained improvement (or when appropriate 

because of the seriousness of the offense); an employee may be placed on Decision-Making 

Leave for a one day disciplinary suspension with or without pay. This action must be 

approved by the Department Head and Human Resources Director/Manager. The manager 

and Human Resources meets with the employee and discuss the severity of the problem. 

During this meeting the employee should be informed that the following work day will be 

considered decision-making leave, and that he/she will not be allowed to report to work at 

all that day. The manager should ask the employee to spend the day thinking about whether 

he/she is willing to commit to fully acceptable performance in all areas of employment or 

whether he/she would rather resign. The manager should also inform the employee that the 

Decision-making Leave will remain active for a period of twelve months, and should any 

further problems require disciplinary action during the twelve month period it will result 

in termination. On the first work day the employee returns, the employee must inform the 

manager of his/her decision. A memorandum of the decision is placed in the personnel file.  

Termination: Termination usually occurs when the Positive Discipline process has failed 

to bring about a continuous improvement in an employee’s performance or behavior. 

Termination may also occur without having initiated the Positive Discipline process if an 
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employee is involved in a serious offense that continued employment will not be in the best 

interest of the University. Termination must be approved by the Department Head, Human 

Resources and in consultation with the President and General Counsel when appropriate. 

Terminations must be given to the employee in writing with a copy retained in the 

employees personnel file.  

 

 

 

 

 

               Grievance Process (Purpose and Guidelines)  

The purpose of the Grievance Process is to provide (at-will) employees with a consistent 

and orderly process for resolving non-disciplinary employment conditions and/or decisions 

in a timely manner.  

The grievance process establishes the sequence of procedure, the definition of eligible 

employees, the definition of grievable actions and the outcomes of the Grievance 

Procedure. Complete details are available in the employee handbook. The grievance 

process provides a more formal way to maintain a standard of personnel administration 

that ensures fair and equitable treatment of employees to try to resolve complaints, 

problems or grievances concerning an interpretation or application of policies and 

procedures, or perceived mistreatment by an employee or supervisor. The process is 

designed to promote unity, harmony and understanding. The process can only be used if 

an employee has attempted to resolve the problem through the informal problem solving 

process.  

Employees will not be disciplined, discriminated against or penalized for attempting to 

resolve a problem or complaint through the grievance/appeal process. This does not mean, 
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however, that an employee using the process will be exempt from appropriate corrective 

action or dismissal for legitimate reasons such as poor performance, negligence, or 

violation of conduct or safety standards.  

To the extent reasonably possible, confidentiality will be maintained throughout the 

process. Information will be made available only to those directly involved in resolving the 

grievance and to those who have a clear business need for it.  

Eligible Employees:  

Employees who have been notified of suspension, demotion, disciplinary action, salary 

reductions, or termination or who are seeking relief for work related disputes through other 

administrative processes are not eligible to participate in the grievance process.  

Throughout this process neither the employee with the complaint nor the one against whom 

the complaint has been registered may politic, or complain to others who are outside the 

channels provided in the grievance/appeal process. All parties are encouraged to consult 

with the Director of Human Resources at any point throughout the process to get 

clarification of policies, procedures, and the employees' responsibilities.  

Grievable Actions  

1. Any claim that the employee’s personal employment has been affected by unfavorable 

employment decisions or conditions that affect the employee’s personal employment.  

2. An employee who is promoted and subsequently demoted prior to serving six months of 

satisfactory service in the new position or classification may not appeal the demotion unless 

the demotion results in the employee occupying a lower classification than the 

classification held prior to the promotion.  

3. Matters that may not be grieved include dismissals, performance appraisals, letters of 

warning or reprimand, voluntary resignations and voluntary acceptance of a demotion or 

reassignment.  

4. Promotion, compensation, or reduction-in-force may not be grieved.  
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Grievance Procedure  

1. The grievance must be in writing within 10 workdays of the event, state specifically 

what is being grieved, what relief is being sought, and include a description of any effort 

to settle the grievance informally. The grievance should be submitted directly to the Human 

Resources Office.  

2. The Human Resources Director will answer the grievance in writing no later than 10 

business days following receipt of the written appeal. The Human Resources Director may 

conduct consultations with other employees or persons as is necessary to render a decision.  

3. The Human Resources Director will review the grievance complaint to determine 

whether the issue is appropriate to be processed through the grievance procedure and 

whether the grievance was filed timely. Within 10 workdays, the Human Resource Director 

will determine:  

 The issue(s) is non-grievable and an explanation for that decision  

 The issue(s) is grievable and an explanation of the next step of the process  

 The issue(s) is grievable, but if alleging unlawful discrimination, will be processed 

through the University’s discrimination complaint procedure.  

4. Should an agreement not be reached, a hearing will be held and the Human Resources 

Director shall establish a grievance committee consisting of four persons of which: (a) two 

will be department heads or supervisors, and (b) two staff employees at large (employees 

who do not fit in the previous category). Facu1ty may not serve on a staff grievance 

committee unless permitted by the staff employee/grievant.  

5. The hearing will be held in front of the committee, and the person whom the grievance 

has been presented. The grievant may bring another employee to help present his/her 

appeal. The grievance committee is empowered to accept written or documentary evidence 

and oral testimony. The hearing is not governed by formal rules of evidence, but shall be 

conducted in a manner such as to promote informed decision-making.  
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6. The grievance committee will meet, hold a hearing within two weeks, and will give its 

recommendation within five working days of the hearing. Any recommendation of the 

grievance committee must be by a majority. The Human Resources Director is empowered 

to vote only in cases of ties.  

7. The recommendation of the grievance committee will be immediately forwarded to the 

President and General Counsel for consideration and action. The President may accept, 

reject or otherwise act on the recommendation as he/she believes is appropriate and in the 

best interest of the University and all those affected. The decision of the President is final 

and binding.  

       EMPLOYEE GRIEVANCE POLICY  

Purpose and Guidelines  

The purpose of the Grievance Process is to provide (at-will) employees with a consistent 

and orderly process for resolving non-disciplinary employment conditions and/or decisions 

in a timely manner.  

The grievance process provides a more formal way to maintain a standard of personnel 

administration that ensures fair and equitable treatment of employees to try to resolve 

complaints, problems or grievances concerning an interpretation or application of policies 

and procedures, or perceived mistreatment by an employee or supervisor. The process is 

designed to promote unity, harmony and understanding. The process can only be used if 

an employee has attempted to resolve the problem through the informal problem solving 

process.  

Employees will not be disciplined, discriminated against or penalized for attempting to 

resolve a problem or complaint through the grievance/appeal process. This does not mean, 

however, that an employee using the process will be exempt from appropriate corrective 

action or dismissal for legitimate reasons such as poor performance, negligence, or 

violation of conduct or safety standards.  
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To the extent reasonably possible, confidentiality will be maintained throughout the 

process. Information will be made available only to those directly involved in resolving the 

grievance and to those who have a clear business need for it.  

Eligible Employees: 

Employees who have been notified of suspension, demotion, disciplinary action, salary 

reductions, or termination or who is seeking relief for work related disputes through other 

administrative processes are not eligible to participate in the grievance process.  

Throughout this process neither the employee with the complaint nor the one against whom 

the complaint has been registered may politic, or complain to others who are outside the 

channels provided in the grievance/appeal process. All parties are encouraged to consult 

with the Director of Human Resources at any point throughout the process to get 

clarification of policies, procedures, and the employees' responsibilities.  

    Grievable Actions  

1. Any claim that the employee’s personal employment has been affected by unfavorable 

employment decisions or conditions that affect the employee’s personal employment.  

2. An employee who is promoted and subsequently demoted prior to serving six months of 

satisfactory service in the new position or classification may not appeal the demotion unless 

the demotion results in the employee occupying a lower classification than the 

classification held prior to the promotion.  

3. Matters that may not be grieved include dismissals, performance appraisals, letters of 

warning or reprimand, voluntary resignations and voluntary acceptance of a demotion or 

reassignment.  

4. Promotion, compensation, or reduction-in-force may not be grieved.  

Grievance Procedure  



19 
 

1. The grievance must be in writing within 10 workdays of the event, state specifically 

what is being grieved, what relief is being sought, and include a description of any effort 

to settle the grievance informally. The grievance should be submitted directly to the 

Registrar.  

2. The Registrar will answer the grievance in writing no later than 10 business days 

following receipt of the written appeal. The Registrar may conduct consultations with other 

employees or persons as is necessary to render a decision.  

3. The Registrar will review the grievance complaint to determine whether the issue is 

appropriate to be processed through the grievance procedure and whether the grievance 

was filed timely. Within 10 workdays, the Registrar will determine:  

 The issue(s) is non-grievable and an explanation for that decision  

 The issue(s) is grievable and an explanation of the next step of the process  

 The issue(s) is grievable, but if alleging unlawful discrimination, will be processed 

through the University’s discrimination complaint procedure.  

4. Should an agreement not be reached, a hearing will be held and the Registrar shall 

establish a grievance committee consisting of four persons of which: (a) two will be 

department heads or supervisors, and (b) two staff employees at large (employees who do 

not fit in the previous category). Facu1ty may not serve on a staff grievance committee 

unless permitted by the staff employee/grievant.  

5. The hearing will be held in front of the committee, and the person whom the grievance 

has been presented. The grievant may bring another employee to help present his/her 

appeal. The grievance committee is empowered to accept written or documentary evidence 

and oral testimony. The hearing is not governed by formal rules of evidence, but shall be 

conducted in a manner such as to promote informed decision-making.  

6. The grievance committee will meet, hold a hearing within two weeks, and will give its 

recommendation within five working days of the hearing. Any recommendation of the 
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grievance committee must be by a majority. The Registrar is empowered to vote only in 

cases of ties.  

7. The recommendation of the grievance committee will be immediately forwarded to the 

President and General Counsel for consideration and action. The President may accept, 

reject or otherwise act on the recommendation as he/she believes is appropriate and in the 

best interest of Accra Business School and all those affected. The decision of the President 

is final and binding.  

  Student Complaint Policy (From Employee Guidelines)  

Purpose: To promote a productive environment that is fee of illegal forms of harassment, 

to provide definition and ensure that violations are remedied. To provide a formal process 

for filing legitimate employee complaints.  

Policy: Accra Business School is committed in all areas to provide an environment that is 

free from harassment. It is the policy of Accra Business School to promote a productive 

environment and not tolerate harassment based upon an individual’s sex, race, ethnicity, 

national origin, age, religion, or any other legally protected characteristics. Verbal or 

physical conduct by any employee that harasses, disrupts, or interferes with a student’s 

performance or that creates an intimidating, offensive, or hostile environment is prohibited. 

All students are expected and required to abide by this policy.  

Privacy/Confidentiality  

The University will respect the privacy of all complaints, the individual(s) against whom 

the complaint is filed against and the witnesses as much as possible, consistent with 

obligations to investigate, to take appropriate action, and to conform with any discovery or 

disclosure obligations. All records generated under the terms of this policy shall be 

maintained as confidential to the extent permitted by law.  

General Information  
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Employees are expected to maintain a productive work environment that allows students 

to be free from harassing or disruptive activity. No form of harassment or offensive conduct 

will be tolerated but the University places emphasis on prohibiting sexual harassment. 

Students are responsible for reporting harassment complaints.  

Harassment is defined as verbal or physical conduct that denigrates or shows hostility or 

aversion toward an individual because of his race, color, age, religion, national origin, sex, 

disability, or pregnancy and that:  

 Has the purpose or effect of creating an intimidating, hostile, or offensive working 

environment.  

 Has the purpose or effect of reasonably interfering with an individual’s work 

performance.  

 Adversely affects an individual’s employment opportunities.  

Guidelines for Filing a Student Complaint  

In absence of mitigating circumstances, students must submit a complaint to the 

Commission within two calendar years of exhausting the appeals process at the institution.  

Step 1: If a student has concerns related to classroom situations or administrative actions, 

he/she should contact the faculty or staff member(s) with whom he/she has a conflict. It 

may be possible to resolve the concerns without the need for formal institutional action. 

However, if the student’s complaint is not resolved satisfactorily, or if the complaint cannot 

be resolved by contacting the faculty or staff member(s), the student should proceed to Step 

2.  

Step 2: The student should file a complaint through the institution’s complaint process. 

Information about the process can usually be found in the institution’s academic catalog, 

student handbook, or website. Many institutions have an ombudsman to mediate on behalf 

of the student. If the student is still unable to resolve the complaint, the student should 

proceed to Step 3.  
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Step 3: Investigate to where assistance may be available from other entities.  

Step 4: If the complaint cannot be resolved through the above channels, the student may 

file a complaint.  

   Procedures for Reviewing a Student Complaint  

• After receiving a complaint, staff will review the submitted materials, and contact 

the complainant for any required additional information or clarifications.  

• The staff will then send a copy of the complaint to the institution against which the 

complaint has been filed and request a response, due within 30 calendar days.  

• After receiving the response, Commission staff will determine whether the 

institution’s complaint process has been followed and exhausted and what 

additional steps or follow-up may be taken. The Commission may outsource the 

investigation to another government agency.  

• If it is concluded that the allegations do not establish a violation of standards or any 

serious deviation of educational standards imposed by the Commission, a letter is 

sent to the complainant confirming this, along with a copy of the institution’s 

response.  

• If it appears that a standard has been violated or that the institution has not complied 

with the institutions established policies, staff will attempt a settlement through 

mediation.  

• If there is evidence that the institution may no longer be maintaining minimum 

standards, an investigation may be made to determine other actions.  

• Results of the investigation are sent to both the complainant and institution.  

   Accra Business School’s Faculty Grievance Policy  

Informal Problem Solving  

Accra Business School is concerned with any situation affecting the employment 

relationship, and is committed to trying to correct any condition or situation that may cause 

problems or misunderstandings. It is inevitable that problems and misunderstandings may 
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occur. Therefore, Accra Business School has provided an orderly process for an employee 

to voice an opinion or discuss a problem with management without prejudice or fear of 

retaliation. In some instances the positive discipline plan may be used.  

1. If an employee has a problem or complaint, the employee should discuss it with his or 

her immediate supervisor as soon as possible.  

2. If the problem is not satisfactorily resolved or the problem is with the supervisor, the 

employee should discuss it with his or her department manager.  

3. If the problem still is not satisfactorily resolved, the employee should discuss it with 

Human Resources.  

Not all complaints can be resolved to everyone's satisfaction. However, in each case, the 

reason for the resolution will be explained clearly to the employee.  

     Positive Discipline  

It is Accra Business School’s expectation that faculty meet its standard of work 

performance. Work performance consists of many factors, including attendance, 

punctuality, responsiveness personal conduct, job proficiency and general compliance with 

policies and procedures. If a faculty member does not meet these standards, the department 

chairperson in consultation with the Dean may, under appropriate circumstances, take 

corrective action, other than immediate dismissal. The intent of corrective action is to 

formally document problems while providing the faculty member with a reasonable time 

within which to improve his/her performance. The process is designed to encourage growth 

by providing guidance in areas that need improvement, such as poor or unsatisfactory work 

performance, attendance problems, personal conduct, general noncompliance with policies 

and procedures and/or other disciplinary problems.  

Purpose: To provide a structured means of solving unacceptable discipline problems in 

the areas performance, conduct, and attendance, consistent failure to meet deadlines, using 

inappropriate language in the workplace, tardiness, or inappropriate use of breaks. This is 
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not a complete list of discipline problems associated with utilizing this process, but a list 

to give the employee an idea of commonly addressed offenses.  

Policy: Accra Business School’s Positive Discipline policy is intended to consistently be 

applied throughout the University, resolve discipline problems and encourages good 

performance through a method in which employees are treated with respect. The policy 

should be utilized for all employees. While positive discipline appears to be “progressive”, 

managers should not interpret this guidance to require that each and every situation must 

follow the same progression. Some circumstances may require more severe discipline, up 

to and including termination, while a progressive approach is appropriate for other 

situations.  

Solving discipline problems is a joint effort of the employee and the manager, and the focus 

should be to communicate an expectation of improvement rather than an expectation of 

future problems and eventual termination. The manager has the responsibility to ensure the 

employee is given specific performance expectations and the employee understands the 

terms and conditions of employment as well as policies, procedures, and work rules. The 

employee has the responsibility to fulfill all expectations and to notify the manager if 

expectations are unclear. The Positive Discipline Policy should be used by managers in 

accordance of the provisions outlined in this policy as soon as a problem is identified.  

Employees should be notified of performance, conduct and attendance expectations before 

any of the formal steps of discipline are taken. Unacceptable performance will be defined 

as failure to meet performance expectations. Unacceptable conduct will be defined as (a) 

failure to adhere to policies and procedures, and work rules; or (b) insubordination, 

misconduct, or conduct reflecting discredit to your department or the University. (c) 

Unacceptable attendance will be defined as failure to consistently report for work when 

scheduled.  

Frequent open and honest communication between the employee and manager is 

encouraged whenever possible. An informal improvement discussion is appropriate at the 
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first sign improvement is needed. The discussion is a form of coaching which is designed 

to assist the employee recognize a problem exists and to develop a solution and avoid 

further disciplinary action.  

Formal Discipline Steps:  

Accra Business School has four steps in the Positive Discipline Process:  

1. Oral Reminder  

2. Written Reprimand  

3. Decision-Making Leave  

4. Termination  

The four steps in the positive discipline process represent increasingly serious and/or 

repetitive infraction, and emphasize the consequences of failure to improve. In an effort to 

maintain consistency and fairness of application of the discipline process, all Written 

Reprimands and Decision-Making Leave communications must be reviewed by the Human 

Resources Office.  

Definitions  

Verbal Reminder: Verbal reminder is a disciplinary discussion between a manager and 

an employee. The manager should provide specific information regarding the problem, as 

well as an explanation of the expected performance and/or behavior. The manager should 

inform the employee that this is the first step of the formal disciplinary process. The 

manager should tell the employee that notes regarding the conversation will be kept in the 

employee’s performance document but will not be placed in the personnel file. An 

employee may receive up to two Oral Reminders without automatically imitating the next 

step of the discipline process. However, if repeated problems exist in the same area an 

employee may receive only one Oral Reminder and for more serious offenses this step may 

be skipped. The manager should inform the employee that the Oral Reminder will remain 

effective for three months.  
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Written Reprimand: A Written Reprimand is appropriate if the Oral Reminder does not 

produce sustained improvement in an employee’s performance and/behavior or when 

appropriate because of the seriousness of the offense. A written Reprimand must be written 

by a manager and approved by Human Resources prior to being given to an employee. The 

Written Reprimand also begins with a disciplinary discussion between the manager and the 

employee, with additional information being given regarding the reason for progression to 

the Written Reprimand. The Human Resource may serve as a witness during the meeting. 

A copy of the letter is given to the employee and a copy forwarded to Human Resources to 

become a part of the employee’s personnel file. The manager should inform the employee 

the Written Reprimand will remain effective for six months.  

Decision-Making Leave: Decision-Making Leave is utilized when Oral Reminders and 

Written Reprimands have failed to produce sustained improvement (or when appropriate 

because of the seriousness of the offense); an employee may be placed on Decision-Making 

Leave for a one day disciplinary suspension with or without pay. This action must be 

approved by the Registrar. During this meeting the employee should be informed that the 

following work day will be considered decision-making leave, and that he/she will not be 

allowed to report to work at all that day. The manager should ask the employee to spend 

the day thinking about whether he/she is willing to commit to fully acceptable performance 

in all areas of employment or whether he/she would rather resign. The manager should also 

inform the employee that the Decision-making Leave will remain active for a period of 

twelve months, and should any further problems require disciplinary action during the 

twelve month period it will result in termination. On the first work day the employee 

returns, the employee must inform the manager of his/her decision. A memorandum of the 

decision is placed in the personnel file.  

Termination: Termination usually occurs when the Positive Discipline process has failed 

to bring about a continuous improvement in an employee’s performance or behavior. 

Termination may also occur without having initiated the Positive Discipline process if an 

employee is involved in a serious offense that continued employment will not be in the best 
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interest of ABS. Termination must be approved by the Department Head, Human 

Resources and in consultation with the President. Terminations must be given to the 

employee in writing with a copy retained in the employees personnel file.  

  Grievance Process (Purpose and Guidelines)  

The purpose of the Grievance Process is to provide (at-will) employees with a consistent 

and orderly process for resolving non-disciplinary employment conditions and/or decisions 

in a timely manner.  

The grievance process establishes the sequence of procedure, the definition of eligible 

employees, the definition of grievable actions and the outcomes of the Grievance 

Procedure. Complete details are available in the employee handbook. The grievance 

process provides a more formal way to maintain a standard of personnel administration 

that ensures fair and equitable treatment of employees to try to resolve complaints, 

problems or grievances concerning an interpretation or application of policies and 

procedures, or perceived mistreatment by an employee or supervisor. The process is 

designed to promote unity, harmony and understanding. The process can only be used if 

an employee has attempted to resolve the problem through the informal problem solving 

process.  

Employees will not be disciplined, discriminated against or penalized for attempting to 

resolve a problem or complaint through the grievance/appeal process. This does not mean, 

however, that an employee using the process will be exempt from appropriate corrective 

action or dismissal for legitimate reasons such as poor performance, negligence, or 

violation of conduct or safety standards.  

To the extent reasonably possible, confidentiality will be maintained throughout the 

process. Information will be made available only to those directly involved in resolving the 

grievance and to those who have a clear business need for it.  
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Employees:  

Employees who have been notified of suspension, demotion, disciplinary action, salary 

reductions, or termination or who are seeking relief for work related disputes through other 

administrative processes are not eligible to participate in the grievance process. Throughout 

this process neither the employee with the complaint nor the one against whom the 

complaint has been registered may politic, or complain to others who are outside the 

channels provided in the grievance/appeal process. All parties are encouraged to consult 

with the Registrar at any point throughout the process to get clarification of policies, 

procedures, and the employees' responsibilities.  

Grievable Actions  

 Any claim that the employee’s personal employment has been affected by 

unfavorable employment decisions or conditions that affect the employee’s personal 

employment.  

 An employee who is promoted and subsequently demoted prior to serving six 

months of satisfactory service in the new position or classification may not appeal 

the demotion unless the demotion results in the employee occupying a lower 

classification than the classification held prior to the promotion.  

 Matters that may not be grieved include dismissals, performance appraisals, letters 

of warning or reprimand, voluntary resignations and voluntary acceptance of a 

demotion or reassignment.  

 Promotion, compensation, or reduction-in-force may not be grieved.  

Grievance Procedure  

1. The grievance must be in writing within 10 workdays of the event, state specifically 

what is being grieved, what relief is being sought, and include a description of any effort 

to settle the grievance informally. The grievance should be submitted directly to the Office 

of the Registrar.  
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2. The Registrar will answer the grievance in writing no later than 10 business days 

following receipt of the written appeal. The Registrar may conduct consultations with other 

employees or persons as is necessary to render a decision.  

3. The Registrar will review the grievance complaint to determine whether the issue is 

appropriate to be processed through the grievance procedure and whether the grievance 

was filed timely. Within 10 workdays, the Registrar will determine:  

 The issue(s) is non-grievable and an explanation for that decision  

 The issue(s) is grievable and an explanation of the next step of the process  

 The issue(s) is grievable, but if alleging unlawful discrimination, will be processed 

through the University’s discrimination complaint procedure.  

4. Should an agreement not be reached, a hearing will be held and the Registrar shall 

establish a grievance committee consisting of four persons of which: (a) two will be 

department heads or supervisors, and (b) two staff employees at large (employees who do 

not fit in the previous category). Facu1ty may not serve on a staff grievance committee 

unless permitted by the staff employee/grievant.  

5. The hearing will be held in front of the committee, and the person whom the grievance 

has been presented. The grievant may bring another employee to help present his/her 

appeal. The grievance committee is empowered to accept written or documentary evidence 

and oral testimony. The hearing is not governed by formal rules of evidence, but shall be 

conducted in a manner such as to promote informed decision-making.  

6. The grievance committee will meet, hold a hearing within two weeks, and will give its 

recommendation within five working days of the hearing. Any recommendation of the 

grievance committee must be by a majority. The Registrar is empowered to vote only in 

cases of ties.  

7. The recommendation of the grievance committee will be immediately forwarded to the 

President and General Counsel for consideration and action. The President may accept, 
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reject or otherwise act on the recommendation as he/she believes is appropriate and in the 

best interest of the University and all those affected. The decision of the President is final 

and binding.  

 


