Minnesota Alliance of Recovery Community Organizations
Grievance Procedure

It is the policy of Minnesota Alliance of Recovery Community Organizations (“MARCQO”) that
its employees, volunteers, interns (all hereinafter referred to as “Internal Representatives™) as well
as its members and community stakeholders (all hereinafter referred to as “External Persons”)
should have an opportunity to present their MARCO-related complaints through a grievance
procedure, without fear of restraint, interference, or reprisal. MARCO is dedicated to promptly
investigating all grievances covered under this policy.

Definition of Grievance

At MARCO, a grievance is defined as an expressed dissatisfaction concerning any interpretation
or application of a MARCO-related policy, practice, rule, or procedure by board members,
supervisors, other employees, or other volunteers.

Examples of matters that may constitute a grievance include but are not limited to:

1. Abeliefthat MARCO’s policies, practices, rules, regulations, or procedures have been applied
in a manner detrimental to any Internal Representative or External Person;

2. A belief that MARCO’s policies, practices, rules, regulations, or procedures have caused actual
or perceived harm to any Internal Representative or External Person;

3. Acts and/or omissions taken by MARCO that are perceived as unfair by an Internal
Representative or External Person,;

4. Improper or unfair administration of employee benefits or conditions of employment such as
scheduling, vacation, fringe benefits, promotions, retirement, holidays, performance review,
or salary.

MARCO seeks to have an open-door policy and encourages both Internal Representatives and
External Persons to share their questions, concerns, suggestions, or complaints regarding MARCO
and its operations with someone who can address them properly.
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Determine if Whistleblower Policy Applies

MARCO has adopted a Whistleblower Policy. Any grievance related to a potential violation of
any law or regulation governing MARCO should be handled under the Whistleblower Policy.
When uncertain, the Internal Representative should use the Whistleblower Policy rather than this
Grievance Policy.

Grievance Reporting and Investigation Process

An Internal Representative or External Person that wishes to report a grievance under this policy
(the “Reporting Party”) shall promptly notify the Executive Director or the Board Chair (the
“Report Recipient”). The Executive Director should serve as the main Report Recipient; however,
if the grievance involves the Executive Director, then the Reporting Party should report the
grievance to the organization’s Board Chair.

After MARCO has determined that a grievance lodged by an Internal Representative or External
Person does not need to be reported under the Whistleblower Policy, the following steps should
be taken:

1. Step One: The Reporting Party shall promptly notify the Report Recipient. If the grievance
has not been submitted in writing, the Report Recipient must record the grievance in writing and
ask the Reporting Party to confirm the accuracy of the written grievance. The written grievance
should include the following elements:

a. The nature of the grievance.

b. Detailed information including evidence of the issue, witnesses, related policies,
and the like.

c. The remedy or outcome desired.

The Report Recipient shall investigate the grievance, whether it was conveyed orally or in
writing. If circumstances warrant, the Report Recipient will seek to resolve the grievance and
will provide a decision or outcome to the Reporting Party within a reasonable timeframe (the
“Report Outcome™). If the Reporting Party is an employee, a written and dated summary of
the grievance and Report Outcome will be included in the employee’s personnel file.

2. Step Two: If the Reporting Party believes that the grievance has not been adequately addressed
after Step One, they may appeal the Report Outcome to MARCO’s Executive Committee. The
appeal must be submitted in writing within a period of ten (10) days, with a copy forwarded
to the Report Recipient. The request for review should include the following elements:

a. A copy of the written grievance.
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b. A copy of the Report Outcome and description of all previous efforts to resolve
the issue.

c. Detailed information regarding the Reporting Party’s dissatisfaction with the
Report Outcome.

The Executive Committee will promptly consult with the Reporting Party, the Report Recipient,
and any other relevant persons. The Executive Committee will take any necessary additional
investigatory measures, deliberate, and subsequently communicate a decision in writing to all
relevant parties. This decision is final.

Final decisions on grievances will neither set precedents nor bind results on any future grievances.
Exclusion

If the Executive Director, Board Chair, or Executive Committee Member is involved in the

grievance or related to anyone involved, they will not participate in resolving the grievance on
behalf of MARCO.

Non-Retaliation

Representatives will not be penalized for proper use of the grievance procedure. However, it is
considered improper use if a Reporting Person raises a grievance in bad faith, for the sole purpose
of delay or harassment, or repeatedly raises meritless grievances. The Report Recipient may, at
their discretion, decline to investigate this type of grievance, and will provide written notice of
this decision to the Reporting Party. If the Report Recipient decides not to investigate, the
Reporting Party may submit a written request to the Executive Committee asking them to review
the decision. The Executive Committee may decline to respond to these requests.

Using this grievance procedure does not limit MARCO’s right to take disciplinary action unrelated
to the procedure. Further, this procedure does not alter the employment-at-will relationship in any
way.

Confidentiality

MARCO will endeavor to keep information concerning the grievance confidential. The Report
Recipient and other members of the organization who investigate a grievance should discuss it
only with those individuals who have a need to know about it or who are needed to supply
necessary background information or advice.
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