
EMPLOYEE GRIEVANCE PROCEDURE 
An employee may file a grievance with NHPCO in response to disciplinary action or 
other actions related to his/her employment at NHPCO which the employee feels warrant 
formal response. 
To file a grievance, employees should use the following procedures: 
1. The employee is encouraged to work out issues of concern with his or her 
immediate supervisor on an informal basis.  However, this is not required before filing a 
grievance. 
2. The employee should file a written grievance as soon as possible after the action 
giving rise to the grievance and normally within fifteen (15) working days.   
3. The grievance should be directed to employer’s supervisor, unless the grievance 
involves that supervisor, in which case the grievance should be directed to the Executive 
Vice President.  If the grievance involves a complaint of a possible violation of 
NHPCO’s non-discrimination, diversity or harassment policies, it should be directed to 
the Executive Vice President, not the supervisor.   
4. The supervisor or, if applicable, the Executive Vice President , normally has 
fifteen (15) working days to respond to the grievance in writing.  In instances where an 
employee has a grievance against the Executive Vice President, the complaint should be 
submitted in writing to the President.  Again, the President will act upon the complaint, in 
writing, normally within fifteen (15) working days.  Should the employee have a 
grievance against the President, the written grievance should be directed to the chair of 
the NHPCO Board of Directors.   
5. Should an employee be unsatisfied with a response from their supervisor, he or 
she may direct a written grievance to the Executive Vice President within ten (10) 
working days of receiving their supervisor’s response.  The Executive Vice President will 
act upon the complaint, in writing, normally within fifteen (15) days.    
6. With respect to grievances initially submitted to the Executive Vice President or 
where an employee wishes to appeal a decision by the Executive Vice President, the 
employee should direct a written grievance to the President within 10 working days of 
receiving the Executive Vice President’s response.  The President will act upon the 
complaint, in writing, normally within fifteen (15) days.  
7. Should an employee be unsatisfied with a response from the President, he or she 
may direct a written grievance to the chair of the Board within ten (10) working days of 
the President’s response.  The Board Chair, in consultation with the Executive Committee 
will respond, in writing, normally within thirty (30) working days.  The Board Chair’s 
response is final and cannot be appealed further within NHPCO. 
Time periods provided in this policy for presenting or responding to grievances may be 
extended by NHPCO when necessary and appropriate. 


