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POLICY
The organization provides a formal problem-solving procedure whereby employees can express concerns about their work or working conditions and obtain a review of their complaint through progressively higher levels of management.

DEFINITIONS
Employee — Persons employed by the employer in a non-supervisory capacity excluding: (1) those still within the initial 90-day introductory period; (2) those working in other than a regular full-time or part-time classification.

Grievance — Any individual employee complaint, dispute, controversy, or dissatisfaction arising from an interpretation, application, or claimed violation of any provision of the employer’s policies, rules or regulations, or of any applicable state or federal statute, excluding any matter not admissible for consideration under the grievance procedure as outlined herein.

PROCEDURE
A. GRIEVANCE PROCESS

In the event of the absence of a referenced level of management, the grievance process moves to the next designated level, regardless of position title.  Timeframe extensions may be approved by the Vice President of Talent Management for management due to staffing, time off, business travel, etc.

Step One:  Before filing a formal complaint, the employee concerned must first discuss the complaint with his/her immediate supervisor.  If this informal discussion does not resolve the problem to the satisfaction of the employee, the employee may requests a Grievance Application and Response form from Talent Management and may then submit a written complaint.
Note:  Employees are encouraged to seek resolution of their issues with their immediate supervisor.  However, if the nature of the complaint concerns potential violation of state or federal laws and/or directly involves the supervisor, the employee may carry the complaint directly to the Vice President of Talent Management.]

Step Two:  The employee submits the written complaint to Talent Management for presentation to the Vice President responsible for his/her organization.  If the written complaint is not submitted within 5 days of the occurrence, the privilege to grieve shall be deemed waived and abandoned and shall not thereafter be subject to further discussion or appeal. Within three (3) days of the receipt of the complaint, the organization Vice President, or his/her designee, will provide a written answer.

Step Three: If the employee is dissatisfied with the answer given by the organization Vice President, within three (3) days after receiving this answer, or within three (3) days of the date such answer was due (whichever is earlier), the employee may then present the written complaint form to the  Vice President of Talent Management for review.  Within three (3) days of the receipt of this written complaint, the Vice President of Talent Management or his/her designee, provides the employee with an answer in writing.

Step Four: If the employee is dissatisfied with the answer given by the Vice President of Talent Management, within three (3) days after receiving this answer, or within three (3) days of the date such answer was due (whichever is earlier), the employee may present the written complaint form for review to the President and CEO.  Within three (3) days of the receipt of this written complaint, the President and CEO provides the employee with an answer in writing.
B. PROTECTION FROM RETALIATION
THA Group will not condone retaliation in any form against employees who pursue satisfaction of their complaints through the grievance process.

C. ADDITIONAL REQUIREMENTS

Time Limits:  Failure of the aggrieved employee to comply with the time limits specified in this policy shall be deemed to be an abandonment of the complaint.  In such event, the complaint is considered settled on the basis of the last disposition made by a management representative and is not subject to further consideration or discussion.  If the employer fails to answer in any of the above steps within the time limits prescribed, the employee may automatically proceed to the next step in the procedure, provided that such failure to answer within the prescribed time limits shall in no way indicate an admission by the employer that the complaint has merit.

Matters Not Subject to This Policy:  Certain matters such as complaints dealing with the actual content or advisability of a particular policy (as distinguished from the manner in which such policy has been interpreted or applied) are not subject to resolutions under this policy.  Accordingly, any such matters, including but not limited to those listed below, will not be considered under the formal steps of this procedure:
· Any matter that does not involve an actual interpretation or application of the employer’s policy or which does not involve an alleged violation thereof.

· A complaint filed by anyone other than a regular full-time or part-time employee who has completed the initial 90-day introductory period.  Supervisory and managerial employees are also excluded from utilizing this procedure.  Supervisory and managerial employees may request a review of their complaint or issue through the next level of management.

· Rates of pay, performance ratings, employee benefits, and employment classifications unless misapplication of policies is the reason for the complaint.

· Non-selection for promotion or transfer when the sole basis of the complaint is a claim by the employee that he or she is better qualified than the applicant selected.

· Complaints concerning actions not actually affecting the particular employee filing such.

· Any complaint filed on other than an individual basis.  No group complaints are permitted.  (While two or more employees may each file separately the same complaint, each shall be considered on an individual basis).

· Any matter involving management’s exercise of its inherent or common law management functions and prerogatives which the employer has not expressly (or explicitly) modified or restricted by a specific provision of an approved administrative policy applicable to the particular employee involved.
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