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POLICY STATEMENT 
The Coalition is committed to providing the best possible working conditions for its employees.  Part of this 
commitment is encouraging an open and frank atmosphere in which any grievance, problem, complaint, 
suggestion, or question receives a timely response from the Coalition’s management. 
 

The Coalition strives to ensure fair and honest treatment of all employees. Coalition staff is expected to 
treat each other with mutual respect.  Employees are encouraged to offer positive and constructive 
criticism, when feedback of this nature can improve office working conditions, employee productivity, 
and/or community relations. 
 

If an employee disagrees with established rules of conduct, policies, practices, or actions taken regarding 
a particular event, they can express their concern(s) through the grievance procedure outlined below.  No 
employee will be penalized, formally or informally, for voicing a complaint with the Coalition in a 
reasonable, business-like manner, or for using the grievance procedure. 
 

PROCEDURE 
Employees who believe a condition of employment or a decision affecting them is unjust or inequitable, 
they are encouraged to make use of the following steps.  These procedures may be discontinued at any 
step. 
1. First, the problem should be presented to the Chief Executive Officer within ten (10) calendar days 

after the incident occurs.  If the Chief Executive Officer is unavailable or the employee believes it 
would be inappropriate to contact that person, the employee may present the grievance to the 
Coalition’s Board Chair or any other member of the Executive Committee, as available.  If a Board 
member was contacted, the Board member will bring the grievance to the Chief Executive Officer’s 
attention for further discussion and review. A discussion will also be held with the Executive Committee 
regarding the grievance and actions taken to date, as applicable. 

2. The Chief Executive Officer and/or designated Executive Committee representative will respond to the 
grievance during a discussion with the employee or within ten (10) calendar days after consulting with 
appropriate management and/or legal council, when necessary.  Management will document the 
discussion and appropriate action taken or as advised by legal council. 

3. Employees may follow up with management within ten (10) calendar days of notification if the 
grievance is unresolved. 

4. The Chief Executive Officer and/or Executive Committee representative will counsel and advise the 
employee and assist them in putting the grievance in writing.  

5. The Chief Executive Officer or Executive Committee representative will review and consider the 
grievance.  The grievance may be presented to the full Coalition Board for approval of final action to 
be taken, if applicable.  The Chief Executive Officer or Executive Committee representative will inform 
the employee within fifteen (15) calendar days of the decision once it has been made and will forward 
a copy of the written response to the employee. A copy of the grievance process and response will be 
summarized and a copy will be retained in the employee’s file.   

 
 

PARTIES AFFECTED 
Current Coalition employees and/or independent contractors currently under contract with the Coalition 
 

ASSOCIATED DOCUMENTS / FORMS 
N/A 


