POLICY: GRIEVANCE REPORTING and RESOLUTION

Hadley Township Fire Department
Policy #006

l. PURPOSE

This guideline is intended to provide a system for employee use in reporting employee incidents and
altercations. It is also intended to set guidelines for grievance resolution and disciplinary action within the
department.

Il. SCOPE

This guideline applies to all members of the Hadley Township Fire Department sworn and not sworn. This
guideline supercedes all previous documents concerning the same subject matter and becomes effective
immediately.

II. GENERAL

A. Standard Policy

1.

It is the policy of the Hadley Township Fire Department that a fair and equal system of employee
incident reporting, grievance resolution and discipline be applied to all members regardless of rank.
It is also the policy of the Hadley Township Fire Department that Employees be provided a method
by which they may report incidents with other members regardless of rank.

Incidents reported under this guideline become part of the employee’s permanent record.
Therefore, efforts should be made to resolve minor incidents without involving the Review and
Appointment Board. Officers and Board members are encouraged to act as mediators in these
minor incidents.

B. Forms and Documents

1. All employees are encouraged to report incidents promptly and properly.
2. The department will provide forms and documents for incident reporting to any and all members
requesting them.
3. Efforts will be made to provide confidentiality during the investigation phase of the alleged incident.
4. Any incident subject to disciplinary actions will become part of the employee’s permanent record.
5. When disciplinary actions were not deemed necessary, records of that incident may be destroyed.
V. BOARDS

A. Review and Appointment Board

1.

2.

The Review and Appointment Board shall consist of the Board of Directors and the Chief.

In the event that one or more members of the Review and Appointment Board is directly involved in
the incident, a replacement will be chosen by the remaining board members.

All reported incidents covered by this document shall be reviewed by the Review and Appointment
Board.

The Review and Appointment Board will recommend and supervise disciplinary actions.



5. The Review and Appointment Board may take action against any member who files a false or
malicious report.

. Hadley Township Board

1. The Hadley Township Board is the superior administrative body of the Hadley Township Fire
Department. Decisions made by the Hadley Township board supercede any other previous
decisions.

2. Inthe event that an incident cannot be resolved within the department, any member of the Hadley

Township Fire Department may present his/her concerns to the members of the Hadley Township
Board.

INCIDENT REPORTING

. Reporting Incidents Concerning Firefighters

1. Employees will report incidents on the proper approved forms. Additional information may be
provided and should be attached to the reporting form.

2. Completed forms may be submitted to an officer or a member of the Board of Directors. All forms
will then be submitted to the Review and Appointment Board.

3. Copies of all information will be provided to the people involved.
4. Any disciplinary actions will be presented in writing to the people involved.

5. All information concerning the incident will be kept confidential during investigation and available
only to the people involved, the Review and Appointment board and the Hadley Township Board.

. Reporting Incidents Concerning Officers

1. Employees will report incidents on the proper approved forms. Additional information may be
provided and should be attached to the reporting form.

2. Completed forms may be submitted an officer or a member of the Board of Directors. All forms will
then be submitted to the Review and Appointment Board.

3. Copies of all information will be provided to the people involved.

4. Any disciplinary actions will be presented in writing to the people involved.
ANNUAL REVIEW

. Annual Review of Employees

1. All employees will be reviewed annually by the Review and Appointment Board. Any additional
disciplinary actions deemed necessary will be implemented. Any reappointments deemed
necessary would be recommended.
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