PROBLEM RESOLUTION PROCEDURE

Differences of opinion occasionally arise between individuals regarding what constitutes fair and equitable treatment. A problem resolution procedure has been established whereby general complaints, complaints of harassment or discrimination, or differences of opinion, or dissatisfaction can be resolved amicably, satisfactorily, and quickly. This policy supplements our policies prohibiting discrimination and harassment in the workplace.

A dispute can be considered to be any complaint or dissatisfaction arising from an application, interpretation, or claimed violation of any provisions of the Company’s policies, rules, or procedures as well as any dissatisfaction occurring in the work situation which an employee thinks is unfair or inequitable. Simply stated, if something is bothering you, or if you have observed or learned of a situation that you consider improper in any way, please use this procedure.

The purpose of the problem resolution procedure is to enable an employee to seek a solution to a problem or complaint. [NAME/TITLE] will be available to help you understand and follow each step of the procedure. Since we are committed to listening to our staff, we encourage you to use this procedure.

The following is the problem resolution procedure:

1. If you believe that you are being treated unfairly, you are encouraged to discuss your problem with your immediate supervisor as soon as possible. 
2. Your supervisor, after listening and investigating the problem, will provide you an answer in a timely fashion. (Should your problem be of a personal nature which you feel may be embarrassing to discuss with your supervisor, or if for any reason you do not wish to take your problem to your immediate supervisor, you should go immediately to [NAME/TITLE].

When using our problem resolution procedure, you may be asked to provide a written statement of the problem to assist in our investigation and to help us precisely define the nature of the dispute and the assistance or resolution that you are seeking. We ask that you cooperate in providing such a statement or by providing whatever assistance the Company requires to address the problem or question that you have presented. We also ask that you be candid, truthful, and open‑minded when participating in this process so that a fair and effective resolution can be obtained.

