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Existing PWSRCAC Employee Complaint/Grievance Procedure 
(excerpted from PWSRCAC Personnel Manual) 

 
Grievance Procedure 
Any employee who has a complaint concerning disciplinary action, termination, demotion, 
denial of transfer, promotion or merit increase, layoff, or discrimination based on a category, i.e. 
race, age, or disability recognized by federal or local civil rights laws, or other conditions of 
employment has the right to file a grievance. Grievances shall be filed according to procedures 
outlined in this policy. 
 
No employee will be discriminated against, harassed, intimidated, or suffer any reprisal as a 
result of filing a grievance or participating in the investigation of a grievance. If an employee 
feels that he or she is being subjected to any of the above, that employee has the right to appeal 
directly to the executive director. 
 
Employees should attempt to resolve problems informally as soon as possible. If problems 
cannot be resolved informally, the employee may report the problem either in a written or verbal 
statement to his/her immediate supervisor within five (5) working days of the occurrence. The 
supervisor will arrange a conference and render a written decision within three (3) working days 
after receipt. 
 
If a solution cannot be reached with the employee’s immediate supervisor, the employee may 
present a formal appeal of his/her grievance, in writing, within five working days to the  
executive director. The executive director will arrange a conference and render a written decision 
within five (5) working days after receipt. 
 
If any other employees are involved in the grievance, an additional three (3) days may be added 
to each step of the grievance procedure in order to allow an opportunity for the other employees 
to provide comments. 
 
All complaints will be handled in a timely manner. As a goal, PWSRCAC attempts to resolve a 
complaint within 20 working days from the time of its initiation. If an extension of the time limit 
becomes necessary, all involved parties will be notified. 
 
Employees may not file grievances challenging the substance of a performance evaluation. 
Failure of the employee to comply with the grievance procedures as delineated will result 
automatically in an unfavorable ruling. 
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