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Policy
St. David’s is committed to fostering a workplace where employees feel respected, supported, and empowered to raise concerns without fear of retaliation. This policy outlines how employees can voice concerns, how those concerns will be addressed, and the responsibilities of all parties involved. It reflects our open‑door philosophy and our belief that transparent communication strengthens our organization and our mission.


Procedure

I. Definition of a Grievance

A grievance is any concern, complaint, or dispute related to the workplace. This may include:
A. Working conditions or environment
B. Interpersonal conflicts
C. Policy interpretation or application
D. Perceived unfair treatment
E. Harassment, discrimination, or retaliation
F. Ethical concerns or organizational practices
G. Any matter affecting an employee’s ability to perform their job effectively  

Concerns involving harassment, discrimination, or retaliation may also trigger additional reporting obligations under law or St. David’s policy.

II. Scope of Grievance Matters

This covers workplace concerns that affect an employee personally or professionally. Examples include:
A. Conflicts with coworkers or supervisors
B. Concerns about workload, communication, or fairness
C. Disputes about policy interpretation
D. General dissatisfaction or workplace climate issues

These issues are typically resolved through:
A. Dialogue
B. Mediation
C. Investigation (when needed)
D. Corrective action or coaching

III. Open Door Philosophy

St. David’s maintains an open‑door approach to communication. Employees are encouraged to raise concerns early, ask questions, and seek clarification. Open dialogue helps resolve issues quickly, strengthens relationships, and promotes a culture of trust.

Employees may speak with any leader they feel comfortable approaching. No employee will be penalized for raising a concern or for choosing the reporting path that feels safest.

IV. How to Raise a Concern or Submit a Grievance

Employees may raise concerns or submit grievances through any of the following avenues:
A. Speak with Your Immediate Supervisor. Employees are encouraged to first discuss workplace concerns, suggestions, or observations with their supervisor. Many issues can be resolved quickly through direct conversation.
B. Contact Alternative Leadership
C. If the concern involves your supervisor, or if you feel uncomfortable speaking with them, you may go directly to:
i. Your supervisor’s supervisor
ii. The Director of Human Resources
iii. The Chief Executive Officer  

Employees may choose the person they feel is most appropriate for the situation.

A. Submit a Written Grievance
Employees may submit a grievance in writing by:
i. Emailing the Director of Human Resources
ii. Completing a grievance form
iii. Providing a written statement to any leader listed above  
B. Written grievances should include:
iv. A description of the concern
v. Dates, times, and individuals involved (if applicable)
vi. Any steps already taken to resolve the issue
vii. The outcome the employee is seeking, if known
C. Anonymous Reporting
If an anonymous reporting mechanism exists, employees may use it. Anonymous reports will be reviewed to the fullest extent possible, though follow‑up may be limited.

V. Procedure for Handling Grievances

A. Acknowledgment - the receiving leader will acknowledge the grievance promptly, typically within 3–5 business days, and outline next steps.
B. Initial Review - The leader will review the information provided and determine:
i. Whether additional information is needed
ii. Whether the matter requires investigation
iii. Whether other departments (e.g., HR, legal) must be involved.
iv. Investigation (if required).
C. Investigations will be:
i. Conducted promptly and objectively
ii. Led by an appropriate leader or HR representative
iii. Based on interviews, documentation, and relevant evidence
iv. Confidential to the extent possible
D. Resolution
After reviewing the information, St. David’s will:
v. Determine findings
vi. Identify appropriate corrective actions, if any
vii. Communicate the outcome to the employee, while respecting confidentiality and legal limitations
E. Follow‑Up
Leaders will check in with the employee to ensure:
i. The issue has been addressed
ii. No retaliation has occurred
iii. Additional support or resources are offered if needed

VI. Employee Responsibilities

Employees using the grievance process are expected to:
A. Raise concerns in good faith  
B. Provide accurate and complete information  
C. Participate in the process when asked  
D. Maintain confidentiality to protect the integrity of the process  
E. Engage respectfully with all parties involved  

VII. Organizational Responsibilities

St. David’s is committed to:
A. Treating all grievances seriously  
B. Responding promptly and respectfully  
C. Maintaining confidentiality to the extent possible  
D. Ensuring no retaliation occurs  
E. Providing clear communication throughout the process  
F. Taking corrective action when appropriate  
G. Fostering a culture where employees feel safe speaking up  


VIII. Non‑Retaliation

Retaliation against any employee who raises a concern, participates in an investigation, or supports another employee in doing so is strictly prohibited. Any employee who engages in retaliation may be subject to disciplinary action, up to and including termination.


IX. Commitment to a Supportive Workplace

This policy is grounded in the belief that:
A. Every employee deserves to be heard  
B. Concerns should be addressed with care and fairness  
C. Transparency builds trust  
D. Strong communication strengthens our mission and our community  

St. David’s values the voices of its employees and is committed to ensuring that concerns are addressed with respect, diligence, and compassion.

Violation of this Policy or Procedure
No or only partial adherence to this policy or procedure may result in noncompliance with current regulatory requirements and subsequent penalties to St. David’s. Remediation for violators will include, but not be limited to, disciplinary action up to and including termination depending on the circumstances of the situation at the time.
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