
 

 

Resuscitation Australia Grievance Procedure 

A. This document sets out a grievance procedure for dealing with a dispute between Resuscitation 
Australia and: 

• any Accredited Party to whom Resuscitation Australia offers accreditation, including but not 
limited to Course Centres and Instructors; and 

• any Participant who attends a Resuscitation Australia course that is delivered directly by 
Resuscitation Australia or facilitated by an Accredited Course Centre. 

B. An Accredited Party or a Participant (the aggrieved party) initiates the grievance procedure in relation 
to the dispute by giving a notice in writing of the dispute: 
 a) to Resuscitation Australia; or 
 b) if the grievance concerns the management of Resuscitation Australia, to the Advisory Board. 

C. If two (2) or more aggrieved parties initiate a grievance procedure in relation to the same subject 
matter, Resuscitation Australia may deal with the disputes in a single process, and the members must 
choose one (1) representative (also the aggrieved party) to represent the group in the grievance 
procedure. 

D. All parties to the dispute must, in good faith, attempt to resolve the dispute. 

E. Preliminary Investigation of the Dispute 

Within 14 days after the aggrieved party initiates the grievance procedure, Resuscitation Australia may 
undertake reasonable actions to investigate the dispute, including but not limited to: 

1. Acknowledging Receipt: Providing written acknowledgment of the grievance to the aggrieved 
party. 

2. Clarifying Details: Requesting further information or clarification from the aggrieved party or 
other relevant parties to better understand the nature and scope of the dispute. 

3. Internal Review: Conducting an internal review of relevant records, communications, or 
documentation related to the grievance. 

4. Consultation: Engaging in informal discussions with the aggrieved party and/or other involved 
parties to clarify positions and explore potential resolutions. 

5. Referral to Relevant Personnel: Escalating the matter to relevant personnel within 
Resuscitation Australia or its Advisory Board for assessment or comment. 

6. Preliminary Findings: Preparing a summary of findings or observations which may assist in 
resolving the dispute or determining if mediation is necessary. 

If the parties to the dispute cannot resolve the dispute within 14 days after the grievance is initiated, the 
aggrieved party may, within a further 21 days, ask Resuscitation Australia’s Board to refer the dispute to 
mediation. 

If the aggrieved party asks Resuscitation Australia’s Advisory Board to refer the dispute to mediation, 
Resuscitation Australia must refer the dispute within 14 days after the request. 



 

 

1. Grievance procedure not continued in particular circumstances 

This rule applies if— 
 a) an Accredited Party or Participant initiates a grievance procedure in relation to a dispute and 
Resuscitation Australia or Resuscitation Australia’s Advisory Board is the other party to the dispute; or 
 b) the aggrieved party asks Resuscitation Australia’s Advisory Board to refer the dispute to mediation. 

2. Resuscitation Australia does not have to act if— 

a) the aggrieved party has, within 21 days before initiating the grievance procedure, behaved in a way that 
would give Resuscitation Australia grounds for taking disciplinary or corrective action in relation to the 
matter the subject of the grievance procedure; or 
 b) before the grievance procedure was initiated, a process had started to take action against the 
aggrieved party or terminate the party’s accreditation (if an Accredited Party), as provided for under the 
Code of Conduct, and the dispute relates to that process or to a matter relevant to that process; or 
 c) the dispute could reasonably be considered frivolous, vexatious, misconceived, or lacking in 
substance, or the dispute relates to a matter that has already been subject to the grievance procedure. 

3. Appointment of mediator 

If a dispute is referred to mediation— 
 a) the parties to the dispute must choose a mediator to conduct the mediation; or 
 b) if the parties are unable to agree on the appointment of a mediator within 14 days after the dispute is 
referred to mediation, the mediator must be an accredited mediator appointed by an independent third 
party (e.g. dispute resolution centre). 

4. Conduct of mediation 

If a mediator is appointed, the mediator must start the mediation as soon as possible after the 
appointment and try to finish the mediation within 28 days after the appointment. 

The mediator— 
 a) must give each party to the dispute an opportunity to be heard on the matter the subject of the 
dispute; and 
 b) must comply with natural justice; and 
 c) must not act as an adjudicator or arbitrator; and 
 d) during the mediation, may see the parties, with or without their representatives, together or 
separately. 

The parties to the dispute must act reasonably and genuinely in the mediation and help the mediator to 
start and finish the mediation within the time required. 

The costs of the mediation, if any, are to be shared equally between the parties unless otherwise agreed. 

If the mediator cannot resolve the dispute, the parties may seek to resolve the dispute at law. 



 

 

5. Representation for grievance procedure 

1. A party to a dispute may appoint any person to act on their behalf in the grievance procedure. 
2. If a party appoints a person to be their representative, the party must give written notice of the 

appointment to each of the following entities: 
 a) the other party to the dispute; 
 b) the Advisory Board; 
 c) if a mediator has been appointed before the party appoints the representative—the mediator. 

3. A representative who acts for a party at a mediation must— 
 a) have sufficient knowledge of the matter the subject of the dispute to be able to represent the 
party effectively; and 
 b) be authorised to negotiate an agreement for the party. 

6. Electronic communication for grievance procedure 

Any meeting or mediation session required under the grievance procedure may be conducted by 
electronic means if the parties to the dispute and, for a mediation, the mediator agree. 

Authority and review 

This Grievance Procedure is issued by Resuscitation Australia and is effective from 1 July 2024. As part of 
Resuscitation Australia’s Quality Assurance Framework, the Procedure will be reviewed every two years. 
Any recommendations for change and improvement are welcomed by Resuscitation Australia and its 
Advisory Board. Please contact us should you have any questions or feedback. 
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