
Supervisor/Manager should
Contact HR Advisor

HR Advisor will assess matter 
and advise if internal/external 

mediation is required

HR Advisor to address UWS 
workplace requirements as 
appropriate and in line with 
internal policies/processes

External 
Mediation Internal 

Mediation

HR Advisor will obtain commitment 
from parties involved to proceed 

through external mediation process

HR Advisor will take appropriate 
internal measures to resolve matter

Once commitment from all parties is obtained, the HR Advisor will:
1. arrange an external mediator
2. obtain a quote and provide it, and contact details to the appropriate delegated College/
Divisional authority

Supervisor will contact external 
mediator to arrange meetings and 

venues for pre-mediation 
meetings and mediation to occur

Pre-Mediation meetings & 
Mediation will take place

Post mediation: 
1. Mediator will contact HR Advisor and notify of completion of mediation process
2. Mediator will advise HR Advisor of any UWS requirements of workplace matters 
3. HR Advisor will forward invoice to appropriate delegated College/Divisional authority for 
payment

NOTE:
Due to confidentiality between the external mediator and 
parties involved during the mediation meetings, 
mediators will not provide a full report on the meetings. 
Only the following feedback will be provided:
1. If an agreement has been reached
2. If there are any workplace issues that UWS should 
follow up on 
(see wording in other sheet for this section)

The matter will be referred to 
the HR Business Partner to 
work through on a case by 

case basis

Matter Resolved

Matter 
Unresolved

If the matter cannot be 
resolved at local level
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