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[bookmark: _Toc90538492]SECTION I.  PURPOSE

	The purpose of the grievance procedure is:
· To ensure employees a procedure by which their complaints can be considered rapidly, fairly, and without reprisal.
· To encourage the employee to express himself/herself about work conditions as they affect him/her as an employee.
· To promote a better understanding of policies, practices, and procedures that affect employees.
· To instill confidence in employees that personnel actions follow established, fair, and uniform policies and procedures.
· To develop a greater sense of responsibility in supervisors in their dealings with employees.
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SECTION II.  DEFINITION

A “grievance” is any complaint that an employee has relating to working conditions, to terms and conditions of employment, or to disciplinary action except that of a complaint related to a disciplinary suspension, a disciplinary demotion, or a dismissal.

[bookmark: _Toc90538494]SECTION III.  GRIEVANCE POLICY

· Purpose; informal adjustments encouraged. The most effective accomplishment of the work of Kingdom College requires prompt consideration and equitable adjustment of employee grievances. Kingdom College wants to adjust the causes of grievances informally, and supervisors and employees are expected to make every effort to resolve problems as they arise.
· Procedure. The procedure to be followed by an employee who has a grievance (not involving a complaint relating to a disciplinary suspension of more than three (3) days, to a disciplinary demotion, or to a disciplinary termination) is as follows:

STEP 1.	Within five (5) working days after the event giving rise a grievance, the employee must present the grievance to the supervisor in writing.

STEP 2.	If the supervisor does not act upon the grievance, or if the grievance is not resolved to the employee's satisfaction, the grievance must be reduced to writing and submitted by the employee to the Director of Human Resources. The Director of Human Resources must receive the written grievance no later than ten (10) days following the date it was presented to the supervisor and, in no event, more than fifteen (15) days after the event giving rise to the grievance. Failure to submit a timely written grievance terminates an employee’s rights under the grievance procedure.

STEP 3.	Upon receipt of a written grievance, the Director of Human Resources shall forward a copy of the grievance to the Supervisor, who shall, within 10 days of receiving the grievance, file a written answer to the grievance with the Director of Human Resources.

STEP 4.	Upon receipt of the written grievance and answer, the Director of Human Resources shall deliver the grievance and answer to the President. Within fifteen (15) days after he/she has received the grievance and answer, the President shall schedule a hearing to consider the grievance and answer. The President shall give written notice to the employee and his/her supervisor of the time, date, and place of the hearing and shall advise the employee that he/she may present evidence and/or testimony in support of his/her grievance, and that he/she may cross-examine witnesses called by or for Kingdom College. Failure of an employee having a grievance to appear at the hearing will cause the grievance to be dismissed.

STEP 5.	Within seven (7) days following completion of the hearing, the President shall render a final decision on the grievance. The decision shall either:
· Dismiss the grievance in the event the employee has failed to adhere to the time limitations set forth above or
· Deny the grievance in whole or in part; or
· Sustain the grievance, in whole or in part, and determine what, if any, corrective action should be taken.
In all cases, the decision of the President shall be final and binding on the employee and Kingdom College.

[bookmark: _Toc90538495]SECTION IV.  PROTECTION

No employee shall be disciplined or discriminated against in any way because of his proper use of the grievance procedure, as defined under Section 3 of Article VII.
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