4.20 Problem Solving Procedure

VRT wishes to provide an effective means for employees to bring work-related questions, problems, or complaints to the attention of their supervisors.  VRT encourages supervisors and employees to reach mutually satisfactory solutions through informal communications whenever possible. The following steps should be taken:

1) If an employee believes that he/she has a legitimate work-related complaint, the employee is encouraged to first attempt to resolve the issue through discussions with his/her supervisor. However, if the issue involves an employee’s supervisor, the employee may proceed to the supervisor’s immediate supervisor.

2) If the situation is not resolved within five (5) working days from the time the complaint is discussed with the employee’s supervisor, it should be brought to the attention of the Administrative Manager and the office of Human Resources with written documentation. 

3) If, after providing the written documentation to the Administrative Manager and the office of Human Resources, the matter is still not resolved to the satisfaction of the employee, then the employee may request a personal interview with the Chief Executive Officer. Such request must be made in writing no later than the first to occur of (a) five (5) days after the date of receiving a response from the Administrative Manager or the office of Human Resources, or (b) thirty (30) days after the date on which the employee provided the written documentation to the Administrative Manager and the office of Human Resources. Any decision rendered by the Chief Executive Officer shall be final.

Section 4.20 of the VRT Policy Manuel shall be amended by adding a new Subsection 4 to read as follows:

(4)
If an employee believes that the matter has not been satisfactorily resolved after following the complaint resolution process in each of Subsections 1 – 3 above, then the employee may file a written report with the Chairman of the Board of Directors. The written report shall contain a description of the complaint, the steps that the employee took to resolve the complaint, and the actions taken or offered to be taken, if any, by VRT management. The report should include relevant dates, as well as all documentation that the employee has relating to the complaint. The intent of filing such report with the Chairman of the Board is only to inform the Board of such complaint and of the actions taken by both the employee and VRT management in efforts to resolve the complaint. The Chairman of the Board shall have no authority to override any decisions or actions previously made or not made in such matter by the Chief Executive Office. The Chairman of the Board shall not be involved in any manner with the supervision or management of any employee filing such report. 

