EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.PRIVATE 

EMPLOYEE GRIEVANCE
POLICY:
There shall be a formal grievance procedure for employee complaints and misunderstandings.  This procedure may be used if attempts to resolve the difficulty through informal discussion with the supervisor have not been successful.  It is the intent of the policy to foster better communication among the employees, administration, and the Board. EFCMHC does not regard employee grievances a nuisance, but rather as an opportunity to correct a cause of dissatisfaction; therefore, no reprisal shall result from the filing of an employee grievance.

The employee grievance process is for serious personnel decisions made affecting the employee which have not been resolved informally.  Such grievances shall include, but not be limited to, matters of disciplinary action, promotions, evaluations, suspensions, demotions, discharges and discrimination.

The grievance process is an attempt to remedy employee problems and grievances internally.  Nothing in this policy is intended to restrain or restrict the employee from using the legal process of complaints with the Oklahoma Human Rights Commission, the Equal Employment Opportunity Commission and the state or federal court systems.  The employee may be accompanied by counsel at every stage of this procedure.  Transcripts of any hearing held in the grievance process may be recorded for transcription.  The complaining employee shall be responsible for securing transcription of any recorded hearing at his or her own cost and expense.

The employee shall make every attempt to follow this procedure as closely as possible, and to confine the expression of the grievance to the information and purposes of addressing the specific and pertinent matters of the grievance.

PROCEDURES:
STEP I
The complaining employee shall file a written grievance to the executive director within thirty (30) days after the occurrence that gives rise to the complaining employee's grievance. Within five (5) days after receipt of the grievance, the Executive Director shall appoint an employee grievance committee consisting of at least three members.  That committee shall review the written grievance complaint, as well as an oral presentation of the grievance if the complaining employee so desires.  Within ten (10) days after being appointed by the Executive Director, the committee shall submit its answer to the grievance to the complaining employee and the Executive Director.

STEP II
Within five (5) days after the rendering of the decision by the grievance committee, if the employee objects to the answer of the committee, then the employee shall file a written appeal of such answer with the Executive Director.  Within five (5) days of receiving the written appeal of the grievance answer, the Executive Director shall review the answer of the committee and the appeal of the employee and render a decision concerning such appeal.

In the event that the grievance committee renders a decision that the Executive Director does not agree with, then the Executive Director may overrule the answer of the committee in part or in whole.  Such decision overruling the committee's answer shall be put in writing and forwarded to the complaining employee within five (5) days of receipt of the committee's decision.

STEP III
If, upon receipt of the grievance committee's answer the complaining employee is not satisfied, the complaining employee shall have five (5) days to notify the Executive Director in writing that the complaining employee desires a hearing of the grievance by the Board of Directors.  Upon receipt of the notice of request for Board hearing, the Executive Director, shall have the matter set on the next available Board agenda, but not sooner that five (5) days and no less than sixty (60) days after notice is received by the Executive Director of request for Board hearing.  The Board may elect to hear the grievance at a specially called meeting.

At the time the Board hears the grievance by the employee, the Chairman of the Board, or a designee of the Chairman, shall conduct such hearing.  The hearing shall be conducted in such a manner to allow the complaining employee to present the relevant issues of such grievance through his or her own statements, as well as witnesses.  The administration shall be allowed a reasonable opportunity to present their relevant side of the grievance.  Although the employee may be represented at the hearing by an attorney, the normal rules of civil procedure or administrative procedure may not be followed as provided for by courts or administrative agencies.  It is the purpose of this hearing and the process in general to provide due process to the parties involved in the complaint.

GENERAL PROVISIONS:
At the completion of Steps I and II, a written answer to the grievance shall be issued.  The decision of the Board shall be rendered by approval of a proffered motion at the hearing upon which the grievance hearing is completed, and recorded in the normal manner of other transactions by the board.

In the event that at any stage of the process an agreement is reached between the complaining employee and the group or person hearing the grievance, then a written statement shall be rendered and signed by both the complaining employee and the executive director setting out the settlement of the grievance.

The grievance shall not be a part of the personnel file of the complaining employee.  All grievances shall be kept for statistical and review purposes in a separate file.  All matters concerning the grievance process shall be kept confidential.
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