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Keeping notes as a tool for 
conflict resolution  

Keeping and organizing a timeline of notes is a useful tool for conflict resolution. Keeping 

notes will help you outline a chronology of events and interactions, track patterns and will aid 

in clearly communicating and resolving problems. Dated logs are particularly useful if you 

need to explain a complex series of interactions for a grievance or appeals process.  

Even if you’re not making a formal complaint, a log helps organize your thoughts, preserve 

memories about events and helps you step back from a difficult situation to look at it from a 

more objective perspective.  

Example 1: Detailed Chronology of Interactions 

 

 

 Date What Happened Communication 
Mode 

Person 
Involved 

Outcome 

1 March 
30th 
2015 

At the end of class, I 
asked Instructor, Dr. 
Smith, if I could book a 
meeting with her regarding 
my exam grade  

In person Dr. Jane 
Smith  

Meeting 
scheduled 
for April 3rd 

2 April 3rd 
 

On arrival I surprised that 
the Head of School and 
another lecturer were also 
there and wanted to talk 
about plagiarism  

Meeting at Jane 
Smith’s office  

Jane 
Smith, 
Kay 
Temple, 
Roger 
McPhail 

Told I 
would be 
forced to 
withdraw 
from course 

3 Emailed Dr. Smith asking 
for clarification how the 
decision was made and 
how I could appeal the 
decision.  

Email Jane 
Smith, 
Cc: Kay 
Templeto
n, Roger 
McPhail 

 

4 April 
14th  

Received first written 
communication about 
academic misconduct 
charges.  

Email Jane 
Smith 

 

5 April 
18th 

Emailed by intent to 
appeal to Student Interest 
and Dispute Advisor and 
the Head of School 

Email Jody 
Yoon, 
Zarah 
Nay 

Appeal 
Process 
started and 
directed to 
the Student 
Advocacy 
Service for 
support.  
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Example 2:  

Date Event Notes 

August 16 2015 Meeting with Primary and 
Administrative Supervisor 

Outcomes from the meeting: 
To apply for a retroactive 
suspension of one month. 
Advised there will be no 
additional fees.  

August 18th 2015 Confirmation of suspension  

August 24th- September 6th 
2015  

Supervisor travelling on 
conference 

 

September 8th 2015 Follow up meeting with 
Supervisor 

I was told I would have to 
pay additional fees as an 
international student and 
suspension might impact my 
visa.  

Went to Victoria 
International and Student 
Finance to discuss options.  

Recommended that I apply 
for fee reconsideration.  

 

Keep copies of your emails, especially if they relate to a complaint or difficult situation. If 

you’re adding copies of your emails to a complaint or formal process consider numbering 

those emails to match your timeline. For example, treat your log like a table of contents and 

you email correspondence like appendixes. This will help organize and clarify your 

interactions to any decision-maker reading your letter of complaint or appeal.  

Things to take into consideration 
Keeping Records  

For serious complaints where you want to keep a record of events but keep them private for 

the time being you may want to give a copy to the Student Advocacy Service, or a trusted 

friend or family member. You can also print out a copy and send it by mail to yourself. That 

way your copy is sealed and dated if you think you might need time-stamped proof in your 

grievance.  

Privacy 

Occasionally students tell the Advocacy Service that they have recorded a conversation or 

meeting. Please keep in mind that recording without permission is illegal in many cases and 

as a result, might work against you. If you would like to record a meeting, you should get 

explicit permission before hand.  

 


