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Complaint Procedure 

If a written complaint is received by a supervisor, the supervisor will discuss it with the 
employee within five (5) working days after receipt of the complaint.  The supervisor and the 
employee  will discuss the complaint in an effort to mutually resolve the issue informally.  If the 
complaint is not resolved, then the supervisor will attempt to resolve the complaint by 
conducting an informal investigation which may include a discussion of the allegations contained 
in the complaint with other involved parties. A conference with the employee  and other 
involved parties shall occur if appropriate to resolve the situation. 
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