GRIEVANCE POLICY

Company Name; Department:

1. Purpose

This Grievance Policy establishes the procedures by which employees and other stakeholders may raise concerns or
complaints regarding their work environment, treatment by others, or any workplace issuesin afair, timely, and
confidential manner. The Company commits to addressing grievances promptly and effectively in compliance with all
applicable United States laws.

2. Scope

This policy appliesto all employees, contractors, and third parties engaged with the Company. It covers workplace
grievances including discrimination, harassment, retaliation, unsafe working conditions, and any conduct that violates
Company policies or legal requirements.

3. Definitions

Grievance: Any concern, problem, complaint, or allegation raised by an employee or stakeholder related to
workplace conditions, treatment, or policy violations.

Complainant: The individual raising a grievance.
Respondent: The individual(s) or entity against whom the grievance is raised.

Confidentiality: The obligation to keep information related to grievances private to the extent possible,
consistent with investigation and legal requirements.

4. Policy Statement

The Company values an open and respectful workplace. Individuals are encouraged to report grievances without fear of
retaliation. All grievances will be treated seriously, investigated impartialy, and resolved promptly. Retaliation against
complainants or witnessesis strictly prohibited and may result in disciplinary action.

5. Grievance Reporting Procedures

a) Informal Resolution: Employees are encouraged to seek informal resolution by discussing concerns directly with
the respondent or immediate supervisor where appropriate.

b) Formal Grievance Submission: If informal resolution is not possible or appropriate, the complainant may submit
aformal grievance in writing to Human Resources or a designated grievance officer.

¢) Anonymous Complaints: The Company accepts anonymous complaints; however, the ability to investigate may
be limited.

d) Timeframe: Grievances should be reported as soon as possible after the incident or awareness of the issue.

6. Investigation Process



Upon receipt of aformal grievance, the Company will:

a) Acknowledge receipt to the complainant.

b) Conduct afair, timely, and confidential investigation, which may include interviews and review of documents.
¢) Provide the complainant and respondent with an opportunity to present information.

d) Document findings and take appropriate corrective or disciplinary actions as warranted.

€) Notify the complainant of the outcome.

7. Confidentiality and Privacy

All information received in connection with a grievance will be kept confidential to the extent possible. Disclosure will
be limited to those involved in the investigation and resolution. Records will be maintained securely in compliance with
applicable laws and Company policies.

8. Non-Retaliation

No employee or stakeholder shall be subjected to retaiation, harassment, or adverse employment action for filing a
grievance or participating in an investigation. Any retaiation is grounds for disciplinary action, up to and including
termination.

9. Appeals

If the complainant is dissatisfied with the outcome of the grievance process, they may appeal to senior management or a
designated appeal s officer within the Company. Appeals must be submitted in writing and will be reviewed impartially
and expeditiously.

10. Recordkeeping

The Company shall maintain records of all grievances, investigations, resolutions, and appeals in accordance with
applicable law and Company policies. Records shall be retained for a minimum of seven years or asrequired by law.

11. Training and Communication

The Company will provide training to employees and management on this Grievance Palicy, its procedures, and their
responsibilities. The policy will be communicated at hiring and made accessible to all employees and relevant
stakeholders.

12. Legal Compliance

This policy is designed to comply with all applicable federal, state, and local laws of the United States, including but
not limited to anti-discrimination statutes, labor laws, and occupational safety regulations. Nothing in this policy limits
rights afforded by law.

13. Policy Review and Amendments



This Grievance Policy shall be reviewed periodically to ensure effectiveness and compliance with legal requirements.
The Company reserves the right to amend or revise the policy at any time, with notice to employees as appropriate.
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