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POLICY 
 
Any employee not covered by a collective bargaining agreement, who feels that he/she has suffered 
harm by the interpretation, application or violation of policies may seek relief of the situation via the 
attached grievance procedure. 
 
Employees who are covered by a collective bargaining agreement shall utilize the appropriate 
collective bargaining agreement grievance procedure to seek redress of grievances. 
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PROCEDURE    
 
 A grievance is a claim, by an employee that he/she has suffered harm by the interpretation, 

application or violation of policies.  In the event that an employee who is not covered by a 
collective bargaining agreement believes that he/she has the basis for a grievance, he/she 
shall first informally discuss the grievance/complaint with the appropriate administrator within 
fifteen calendar days of having knowledge of the event(s) giving rise to the grievance.  

 
 If as a result of informal discussion with the appropriate administrator, a grievance still exists, 

the grievant may submit a written grievance to the Vice President of the area in which the 
employee works with a copy to the Director of Human Resources.  

 
 The written grievance, signed by the grievant, shall include: 
  
    a. The nature of the grievance. 
    b. The nature and extent of injury, or loss  
    c. The results of previous discussion, 
    d. The relief sought.   
 

Upon receipt of a grievance, the Vice-President shall conduct an investigation of the event(s) 
giving rise to the grievance and if necessary meet with the grievant to discuss the grievance. 
The Vice President shall respond, in writing, to the grievance within ten (10) working days of 
receipt of the grievance.  A copy of the response shall also be provided to the Director of 
Human Resources.  

 
If the grievant is dissatisfied with the outcome of the Vice President's decision, he/she may 
submit the written grievance and all responses to date, to the President for consideration. 
 
Upon receipt of a grievance, the President shall consider all evidence and documentation 
regarding the events(s) giving rise to the grievance, and if necessary meet with the grievant to 
discuss the grievance.  The President shall respond in writing to the grievance within thirty (30) 
calendar days of receipt of the grievance.  The decision of the President shall be final and 
binding.  A copy of the President's response shall be sent to the Director of Human Resources.  

 
The following protocols for processing grievances shall be followed: 
 
 The grievant shall be entitled to have a representative of his/her choosing at any meeting 

regarding the grievance. 
 Every effort shall be made to expedite the resolution of the grievance. However, time limits may be 

extended by mutual consent of the parties. 
 A grievance may be withdrawn at any level by the grievant. 
 No reprisals shall be taken against an employee because he/she has filed a grievance. 
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