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ANZA ELECTRIC COOPERATIVE, INC.
BOARD POLICY NO. 406.1

METHOD OF HANDLING EMPLOYEE GRIEVANCES


I.	OBJECTIVE

A. To assure that all problems relating to personnel practices and administration will be promptly handled.

B. To establish a system which all employees can follow to assure prompt hearing and systematic follow-up on any grievance.

C. This policy is adopted in accordance with Policy No. 100 – “BOARD POLICIES”. 

II.	POLICY CONTENT

This policy provides a method whereby employees may present grievances or problems to their immediate supervisors, Human Resources Manager, and ultimately to the General Manager for resolution.

III.	PROVISIONS

This policy applies to full-time, part-time, seasonal, and temporary employees.

Any misunderstandings between the Cooperative and an employee (or employees) involving the meaning and application or the provisions of the Cooperative’s policies and procedures relating to personnel administration and work practices and rules shall constitute a problem and will be handled through the following procedure:

A. The employee will bring the matter first to their manager. The manager    will consider the issue and attempt to solve it to the satisfaction of the employee and Cooperative.

B. If the issue is not solved by the manager, within five (5) workdays after being presented, the employee shall submit the issue in writing to the Human Resources Manager. The written statement should state clearly (a) the employee’s question or complaint; (b) the matter or fact upon which the complaint is based, and (c) the policy or procedure provisions which are controlling in the situation. The Human Resources Manager will arrange for the employee(s) involved, their manager, and if necessary, the General Manager to meet and discuss the issue.

C. If the issue is not resolved following the meeting between the employee(s), the Human Resources Manager, and manager to the employee’s satisfaction within one (1) week after it is received and discussed with the employee(s), the matter shall be brought to the attention of the General Manager by the

employee, the employee’s manager, or Human Resources Manager in a written statement detailing the nature, history, and all relevant information regarding the complaint. The General Manager shall review all statements related to the question or complaint from its beginning and will within thirty (30) days after receipt of the written statement render a decision in the matter which will be communicated to all concerned. The decision of the General Manager shall be final.

D. If the issue involves the employee’s manager, the employee shall provide a written statement to the Human Resources Manager detailing (a) the employee’s issue; (b) the matter or fact upon which the issue is based, and (c) the policy or procedure provisions which are controlling in the situation. The Human Resources Manager will schedule an appointment with the employee’s manager and the employee to discuss the events that gave rise to the issue within five (5) working days of the date the incident occurred. 

E. If the Human Resources Manager is not able to resolve the issue following the meeting with the employee and their manager, the Human Resources  Manager will provide a written statement of facts leading to the meeting with the employee and the manager, and the outcome of the meeting to the General Manager. The General Manager will review all written statements related the question or complaint from its beginning and will within thirty (30) days after receipt of the written statement render a decision in the matter which will be communicated to all concerned. The decision of the General Manager shall be final.

F. If the issue involves the Human Resources Manager, the employee shall provide a written statement to the General Manager detailing (a) the employee’s issue; (b) the matter or fact upon which the issue is based, and (c) the policy or procedure provisions which are controlling in the situation. The General Manager shall schedule a meeting with the Human Resources Manager, the employee’s supervisor and the employee to discuss the events that gave rise to the issue within five (5) working days of the date the incident occurred. 

G. The General Manager will review all written statements related to the issue, review all statements related from its beginning and will within thirty (30) days after receipt of the written statement render a decision in the matter which will be communicated to all concerned. The decision of the General Manager shall be final.

H. In addition to the Cooperative’s internal complaint procedure, employees who believe that they have been unlawfully discriminated against, harassed and/or retaliated against may file a complaint with the federal Equal Employment Opportunity Commission (EEOC), and/or the California Department of Fair Employment and Housing (DFEH). 

	For more information, contact the Human Resources Department. Contact information for the DFEH can be obtained at www.dfeh.ca.gov. Contact information for the EEOC can be obtained at www.eeoc.gov.

IV.	RESPONSIBILITY

A.	General Manager

The General Manager will review all issues presented and render decisions as required by the situation.

B.	Manager

1.	The manager of each employee is responsible for hearing and resolving the issues of employees under the procedures established in this policy. If a solution cannot be found the manager is responsible for advising the Human Resources Manager and General Manager and arranging for a discussion between the employee(s) and the manager.

2.	All managers are responsible for hearing issues raised by employees and making every effort to resolve them under the procedures established in this policy. If a solution cannot be reached at this level, managers are responsible for arranging for a further discussion between the employee(s) involved, the General Manager, and Human Resources Manager. 
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Signed:   		 Secretary
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