
7.6 GRIEVANCES 

7.6.1 INTRODUCTION 
The objective of this policy is to provide a framework for the resolution of disputes which may arise between 
UC FDN and its employees. 

7.6.2 GENERAL POLICY 
UC FDN recognizes that disputes may arise in the employment setting. Employee complaints and disputes 
should be clarified as early as possible and at the administrative level. 

UC FDN encourages the informal resolution of disputes through regular and forthright communication 
between staff and supervisors. Assistance is available to supervisors from HR. Supervisors should discuss 
any concerns regarding an employee’s work with that person in a timely fashion in an effort to resolve any 
work-related issues. Employees are encouraged to bring work-related issues to the attention of their 
supervisors as soon as those issues arise, so that the issues can be discussed with the objective of informal 
resolution. 

7.6.3 GRIEVANCES 
The grievance procedure is available to non-exempt employees only. 

1. Grievance is a non-exempt employee’s formal complaint about one or more of the following matters,
which the employee has not been able to resolve with his or her immediate supervisor:

a. Any unresolved issue concerning interpretation or application of UC FDN policy, practice,
or procedure.

b. Discipline (verbal or written warning, suspension, termination), work assignments, or
conditions of work which the employee claims are based on discrimination, workplace
harassment, or other unlawful acts (including claims of racial and sexual harassment).

c. Any employee who feels he or she has been the victim of unlawful harassment should
report the situation immediately to the Executive Director or to HR (See 7.7 
Harassment and Discrimination.)

2. To file a grievance, the employee must, within 15 working days of the conduct which forms the basis of
the grievance, submit a Grievance Form outlining the pertinent facts to his/her immediate supervisor.

a. Supervisors are responsible for making every effort to resolve grievances locally.
vii. On receiving a grievance, the supervisor shall meet face-to-face with the

employee filing the grievance.
viii. The supervisor shall also conduct such other investigation as he or she deems

appropriate.
b. Within 30 working days of receiving a grievance, the supervisor shall issue a written response

to the grievance.



3. If the employee filing the grievance is not satisfied with the supervisor’s written response, then the 
employee may, within fifteen working days of receipt of the response, forward the original grievance 
complaint, the supervisor’s written response, and a written request for a hearing to HR. A hearing is the 
final step for a grievance.
a.    HR will arrange for a hearing before the Executive Director (or someone he/she designates) and a 

panel of 3 unbiased UC FDN employees. The hearing will take place within 15 working days of receiving 
the request for hearing. UC FDN HR will work in collaboration with the UT Human Resources Office.
b.    The Executive Director (or his/her designee) will issue a written decision within 15
working days of the hearing.

c. This decision will be final and binding.

4. At each step in a grievance procedure, the employee filling the grievance is entitled to be accompanied 

and represented by one UC FDN employee chosen by the person filing the grievance.

7.6.5 CONFIDENTIALITY 

Except as required by law, all information received in connection with a complaint or grievance process will 
be held in strictest confidence by all participants in the complaint or grievance process. If UC FDN is required 
to disclose any such information to an outside agency, UC FDN will notify those involved in the complaint or 
grievance process. 

7.6.6 RETALIATION PROHIBITED 

UC FDN employees are entitled to pursue legitimate complaints and grievances without fear, restraint, 
interference, discrimination, or reprisal. 

7.6.7 DOCUMENTATION 

All records generated in connection with any informal dispute resolution, complaint, or grievance will be 
turned over to the HR office at the conclusion of the process. HR will maintain these records in accordance 
with the Record Retention Schedule (see also 9.1 Records Management). 




