GRIEVANCE PROCEDURE
FOR INDIVIDUALS TO READ BEFORE SIGNING AND KEEP FOR FUTURE REFERENCE

POLICY
This policy applies to all people who are a part of the Open Hand Atlanta community, including but not limited to: staff, board, volunteers, donors, program participants, and partners. All individuals have the right to present concerns regarding the termination or denial of services or activities or perceived discrimination or mistreatment by Open Hand staff or volunteers.

PROCEDURE
Prior to filing a formal grievance with Open Hand, all individuals are encouraged to discuss their concerns directly with the Open Hand staff or volunteer involved in the situation, or other Client Services staff. If this is not possible or comfortable for the individual, or if the individual is not satisfied with the outcome of this discussion, a formal grievance should be filed in the following manner:
· Within two (2) weeks of the incident resulting in the grievance or complaint, a notice in writing should be submitted to the Department's Director concerning the nature of the grievance. This notice should contain as many details of the incident as possible, including contact information, date of incident, a clear and detailed description, including relevant dates, times, and locations, the names of individuals involved (if applicable), any policies, procedures, or agreements that may have been violated, any previous attempts to resolve, any supporting evidence, and their desired outcome or resolution. The Department Director will investigate the incident and respond in writing within 3 days of receipt of the grievance with his/her decision regarding the incident. If it is necessary to contact other people involved in the incident during the investigation, the person making the grievance will be contacted first.
· Should the Department Director's decision not be satisfactory to the individual, s/he may address the grievance in writing to the Chief Executive Officer within 3 days of the Department Director's response. The Chief Executive Officer has 30 days to respond in writing to the grievance. The decision of the Chief Executive Officer is final.
Open Hand Atlanta will maintain a record of reported grievances and actions taken to hold the organization accountable to address grievances and continuously learn and grow as an organization.
All reported grievances must be written and include, when available, reporting from:
· Person who experienced or witnessed the incident,
· People who are contacted about reporting a grievance on behalf of someone else may contact any of the above contacts or complete our grievance reporting form.

Confidentiality, Access to Information, and Protection from Retaliation
1. All grievance reports will be treated as confidential to the extent possible while addressing the grievance.
2. Grievances reported will be shared with the Department Director and other people appropriate to address the grievance.
3. Records or grievances about staff will be placed in their personnel file. A record of the grievances report will not be placed in the personnel files of a staff member reporting an incident.
4. Threat, or other forms of intimidation, and retaliation against a person reporting a grievance or any other party involved in implementing the grievance policy are violations of the policy and may be grounds for disciplinary action.
Company Responsibilities

It is Open Hand responsibility to:
· Accept and thoroughly investigate all grievances or complaints.
· Ensure that the grievance is resolved within 15 days after receiving.
· Treat all parties fairly throughout the grievance process.
· Adhere to the no-retaliation policy when employees file a complaint against management.
· Organize mediation meetings with the appropriate parties.
· Practice a high level of confidentiality throughout the grievance process.
· Accept and investigate all appeals.
· Ensure that the final decision is implemented.
· Maintain accurate and comprehensive records of each grievance.
