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	Policy:
	

	
	ACH has established a procedure for fair review of complaints related to any workplace controversy, conflict or harassment. Employees should take their complaint or grievance directly to their manager. In the event the issue is with their manager, or they feel their manager will not provide an impartial decision, they can escalate their complaint to the regional manager. 
Step 1: 
The complaint should be submitted orally or in writing to a supervisor or manager within three working days of the incident or as soon as possible. All complaints will be investigated despite the time frame that they are submitted. 
The supervisor or manager, regional manager and administration will conduct a timely, thorough investigation of the complaint. All parties will be provided with written findings including reasonable conclusions with five working days. There may not be an immediate resolution dependent on the complaint filed. 
Step 2: 
The employee may submit an oral or written request for review of the complaint and step 1 resolution. This request should be made within 3 days of receipt of the step 1 response. There may be additional investigation time needed. If warranted, the contracted human resource company will become involved in all step 2 grievances. There will be additional fact finding and a find written summary of resolution will be provided to all parties within 10 working days.
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